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Import Customer Addresses using the Import/Export Wizard

Note: Customer addresses stored in a previous version of WorldShip are automatically added to your address
book. If you do not see your addresses, call UPS Technical Support on 0800 3316010.

WorIdShip®

Import Customer Addresses

To import your address book (stored in a Microsoft® Access database) into UPS WorldShip:

1. On the Import-Export tab, select Tools and
then Import/Export Wizard.
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WorIdShip®

Import Customer Addresses

Step

Window (if available)

Type — Step 2 of 5 window appears.
e Select Addresses.
e Click Next.

2. The |mp0rt/Export Wizard _ Main Menu — Import/Export Wizard - Main Menu - Step 1 of 5 e B
Step 1 of 5 window appears. Welcome to the World Ship ImporfExport Wizard
e Select | need help with importing
i i i i The Import/Export Wizard will help you integrate your data
I nfO rmation into WO rld Sh I p " with " orldShip by providing step-by-step quidance
i throughout the import and export processes.
e Click Next.
—How can the wizard aszist you?
% | need help with importing information into YWorldS hip
| need help with exporting information out of ‘WorldS hip
Go to advanced wizard features [edit maps, perform
import/export, and mare]
< Back Help |
3. Thelm pOft/EXpOft Wizard — Select Data Import,/Export Wizard - Select Data Type - Step 2 of 5 2 x|

—Select the type of Data pou would like to Import:

Addresses
Small Package Shipments
Freight Shiprients

Freight Commodities

ol
-
-
" Small Package Commodities for International Shipments
r
7 Custom Package Types

r

Charge Back Codes

< Back LCancel Help
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WorIdShip®

Import Customer Addresses

Step Window (if available)
4. The Im po rt/Expo rt Wizard — Connect Import /Export Wizard - Connect Data To WorldShip - SEep 3 6F x|
Data to WorldShip — Step 3 of 5 window
Before you can imporfexport vour data you must connect vour
appears' data file to WorldShip. To make a connection. provide a name for
. . the connection then browse to your data file. The connection
o Type a name for the data connection in narne will enable you to identify the connection in the future if vou
. izh difye it.
the Data Connection Name box. R
. *Data Connection N ame: MNEW ADDRESSES
e Click Browse. !
Wwhere iz the location of your DATA file? M
I Brawse... £ 8QL Server
™ Or Select an Existing Data Cannectian € oracle
< Back | Mest » I LCancel | Help I

5. The Select a File window appears. peleg i 21
. Look jr: I&)Addlesses j L o B
o Browse to and select your data file. | o Tom—
e Click Open.
Desktop
ty Dacuments

File name: Iworldship.csv j Open [ I
Files of bype: IAII files %] =l Cancel 5
A
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WorIdShip®

Import Customer Addresses

Step

Window (if available)

6.

The Import/Export Wizard — Connect Data
to WorldShip — Step 3 of 5 window appears
again and shows the Data Source Type as
determined by the Import/Export Wizard
under Data Source Settings.

Import,/Export Wizard - Connect Data To WorldShip - Step 3ol

Before vou can impattfexpart vour data vou must connect vour
data file to WorldShip. To make a connection, provide a name for
the connection then browse to vour data file. The connection
narme will enable you to identity the connection in the future if you

2]

wish to maodify it.

e |If the Data Source Type is not correct,

[NEw ADDRESSES
select the type.

*Data Connection Hame:

. ‘where iz the location of pour DATA, file? I
o Click Next. [DUPS WS TDUm pExpibddre ss € 8L Server
™ OrSelect an Existing Data Connection € Oracle

—Datazounce Settings:

The wizard hasz determined that wour data file iz a Test File datazource.
If thiz iz not comect, select the appropriate data file type below. [F this is
comect then gelect "Mext",

Advanced Settings

Change Driver |
Configure Data |
Feset |

D atazource Type:

Microsoft Access
Microgoft Eucel
Microzaft FosFro
Microzoft SGL Server
Oracle

Help

Mest » %J Cancel

7. The Import/Export Book — Mapping Screen

— Step 4 of 5 window appears. £ a&_’f”‘f“““’“““‘" sisginesdidentaiilaib it L
e Map your file to WorldShip by dragging Hope s feek o= I — Faas|
and dropping each field name in the B || S . 5
Map your Address Book fields box to Srietrtamoo ||| [7Te. Conounfiane 3|
the applicable field box on the m::mﬁ f“"'" l» :or
WorldShip side on the right. shete Comantlan | [ioto Srewagaon
. ool | v r LA
e Inthe Map your Address Book fields el | SIRER R _
box, select the field that uniquely evaton e e
identifies each customer and click TR | T ; s r
Define Primary Key. A key appears S . — fo e J
next to the field name. RS i
sl Heb | LecsmniD Frofie: Ao
e Enter a name for the map in the Map S0 P e £ | .- '

Name box.

e Click Save Map.
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WorIdShip®

Import Customer Addresses

Step Window (if available)

8. The Import/Export Wizard — Data
Connected to WorldShip — Step 5 of 5
window appears.

e Select Import/Export your data now.
e Click Next.

Import/Export Wizard - Data Connected to WorldSh

rou have successfully zet up vour import/export!

what would pou like to do next?

@ Import/Export your data now

" Return to wizard Main beru

 Exit to WorldShip

< Back I Hext » |: I Cancel Help |

9. The Import/Export Wizard — Batch
Import/Batch Export window appears.

e Select your data map file name.

“Y'ou have chozen to configure:

° Click Finish. Batch Import/ Batch Export
—Select Data Map File from list below:

I ap File I Datal ype I Data Eonr:l
IMPORT ADDRESSES  Address IMPORT 4
|_hccess 40Addreszes Address Access J
|_Access address Address Access
|_dccesz Gold Address  Address Access
|_tatcev_Addresses Address tut_cay
|_ket_addreszs Address but_caw
[ DR i
{ Default Impart } Charge Back Code Charge Bz
E_Access_commodity Commodity Access
E_tut_commodity Commodity tut_caw
|_Access commodity Canrnadity Access
I bk mmrmeemdib Mmoo ik bk mea
] | ;I_I

Create tap |

< Back | Finish |: I LCancel Help
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WorIdShip®

Import Customer Addresses

Step Window (if available)
10. The Batch Import Data window appears.
Thls V\_/mdow shows all the available maps, L
including the map that you created. TR BT TR | |
B 4 |_tsl_address Addiess Book bat_caw
Ld Undel’ Sel eCt am ap tO m pO rt d ata ‘ 1_t=t_commodity Commodity tRt_caw
ﬁ |_twt_shipment Shiprnent bRt_caw
fro m ! SeIeCt the map name that you 4 |_tet_wordease Shiprent but_caw il
created. Addiess Bock
e Under What type of import would you Shipment Qs =l
I | ke tO d (0] y Se|eC'[ D| Scard DU p I icate —What type of import would you like todo?————— Address Books | Distibution Lists I
ReCO rd S. " Manually process duplicate records
[ Ilmporter ) ]
e Click Next. gl Clintermediats Consignee
" Ovensrite existing records l%gm; ?'ST éuﬁ::g';[gn:
1 Third Party

S []Ultimate Receter
™ Do ot use postal code validation

™ Delete existing records

Mext !: | Lancel Help

11. The Import/Export Preview window appears.

Importing from D:AJPSYWWS TD A mpE xp AddiB ook M EW ADDRESSES. dat
There are 4 record(z] to be imported.

e Click Next.

LCancel Help

12. The Progress window appears.

Irmparting from D:AUPSYAST DA mpE sphdddrB ook WADDRESS IMPOF

e Continue to Step 13. Irmporting recaord 1
tranzlating record 1 for Record Container

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



WorIdShip®

Import Customer Addresses

13. The Import/Export Summary window Loport/Expni i
diS Ia S. ™ Auto Save Log
p y Importing record 1 -]
I tlansl!:t\r}gecr;?dorzcﬂ for Record Container
Tip: To view the Import/Export Summary i e 1 o ecnd Cortee
. . . mporting recor
listing, click the up and down arrows or arlaing recerd 1 fo Record Cortane
move the Scro” bar Ptlpanslaﬁr;gdrecordd} f]orHe:old Container
. . . . . . Do you want ta save or discard all records?
Options in this window include: T i keenLon
e Click Save to save the imported
addresses.
e Click Discard to discard the imported
addresses.
e Click Auto Save Log to save the log to
a specified directory.
14. The Shipping window appears. EO & &) UPS Wierdship -mx
Home  MySenices  Took  Prating Adtaites  Impod-Bipert  UPScom  Suppert Vg
Shio To | Shi From | Diskbuten | Sarace | Oplions | Detad | Fsference | “
. . Custamar I ) s flul Shpmant Package
e Click the down arrow in the Company s | e mue
or Name box to see the imported —— N[p) | e ioun e v
addresses. sk Ll P
LIPS Campany 2355 Yark Faad Flatssanes Numbar |
MYZ Company 555 Oid Mal Road ¥
FRieference Number 2
Addess & Addrass 3
Contry/ Tamary Pasta) Code |
[Uinted Soanes i Bl Transpomaion To: 1
Gy oe Towen StaalPrgvince/County | stuppsr =
Talaghons: E-mail Addrass 'With Fetumn Services Shepper's Cast [LUSD)
(Rt | %
UFS AccosntHumber  Tang D) Numbor r-g;.w Shipmasnt mnmum
Elegronic Scale Activated
Dietad Gost
":\::;'l . E‘l";:" - [PRg [wia 9 i;'NEw| r:;:::;ls;r-::u-e:-:
. add |1 | Prgs Delete Py
Ve NORY Rending: 4 Shpmifeh 4 Pl | |
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WorIdShip®

Import Customer Addresses

Import Customer Addresses using the Connection Assistant

Note: Customer addresses stored in a previous version of WorldShip are automatically added to your address
book. If you do not see your addresses, call UPS Technical Support on 0800 3316010.

To import your address book (stored in a Microsoft® Access database) into UPS WorldShip:

Step Window (if available)

1. On the Import-Export tab, select Tools and Qe - UPS Workdsip _mx
then Connection Assistant. o et s e eyl meor oot (S AN

TR AP AR A S -),‘, St

Keped  Bateh Automatic  Batch Autoenatic Erper Selected | Create/on | ook
eport = brport = Ieport = | Export Empdte  Fakup Dale Mg -

Impest B IMDOM/ERD %1 Connaction Assistant - JURCE Commands

Snip To | Stip From | Disinibusion. | Sarvice | Opsans | Dem| T Impert Eapant Wizard -
oL ViUpdat Addresa ook | Shpment ¥ Versy K Import Fi

Fin
Loz WPS Servee

e _  (Eaitnaym——
(2] ey -

Doclagnd Vake:
Reforence Number 1

Comgany o Hame

Saunday Daloary
Rolorence Mumbe 2
Addpess 2 Addise 3

Country Temscey Postal Code

| B4 Transpostation To .
City o Town SusteiPrgviecaiCourty. |Shipper ]
Talwghons £ Addess. With Ratun Saeviess Shipper's Cont{USD)
th-11
UPS Account Nember  Tagg ID Number Packige Shipment

Fain Aot >

Ve NOFY Pending: 4 Shpmtis) 4 Pgls) ,;;.

2. The Connection Assistant — Select Connection Assistant - Select Import or Export - Step1 of 5 o =]

Im pO rtor Export - Step 1 Of 5 WindOW Welcome to the Connection Assistant, a step-by-step quide to creating import and

export maps. The maps you create can then be used when importing data to and
appears. fram UPS WioridShip.

e Select Create a New Map for Import. D T
e Click Next.

What action would you like to do now?

(") Create a new map for Export

() Impart using an existing map

() Export using an existing map

[ <Back | Net> | [ Cancel | [ Hep |
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WorIdShip®

Import Customer Addresses

Step

Window (if available)

3. The Connection Assistant — Select the
Data Type — Step 2 of 5 window appears.

e Check for the following defaults:
Address Book in the Import Data
Types box and Ship To/Collect From
on the Address Books tab.

e Click Next.

shipmerts.

Choose the type of Import data.
Import Data Types
Address Book -

Connection Assistant - Select the Data Type - Step 2 of 5

Select the type of information you are working with, such as addresses or

Select Address Book(s) and/or
Distribution Lists

Address Books | Distibution Lists I

-2 |l

| Access Point

| Importer

|| Intermediate Consignee
|| Producer

|| Ship From / Retum To
W | Ship To / Collect From
(| Third Party

|| Utimate Receiver

<Back || Ned> |

[ GCaneel | [ Hep |

4. The Connection Assistant — Data Source —
Step 3 of 5 window appears.

e Select By File.

o Enter the location of the file in the
Currently Selected File box, or click
Browse and locate and select your file.

e Select Microsoft Access Driver (*.mdb)
in the ODBC Drivers box.

e Enter the name for the new file in the
Data Source Name (DSN) box.

e Click Next.

Connection Assistant - Data Source - Step 3 of 5

Select the Data Source

-2 |5

Microsoft Excel Driver (“xds, ~xdsx, ~xdsm, ~xlsb)
Microsoft Access Text Driver (“td, ~.cav)
SQL Server Native Cliert 10.0

() By Known ODBC Source Data Source Name (DSN):
N Customers

(@ By File [T System DSN D:
Cumently Selected File: .
C:\Users'rgp5kbg . Docy Browse... Password:

QDBC Drivers:

Driver para o Microsoft Visual FoxPro -

SQL Mative Cliert

Microsoft Access Driver " mdb, * accdb)

i

=

Launch the ODBC Administrator

| <Bek ||

Net> | [ Cancel | |

Help
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WorIdShip®

Import Customer Addresses

Step Window (if available)

5. The Connection Assistant — Select a Connection Assistant - Select a Mame for Map - Step 4 of 5 E
Name for Map - Step 4 of 5 window The next step is to connect or "map” the fields in your selected data source to the
appears fields in UPS WordShip. With the Connection Editor, you will make these

' connections. You can create a completely new map or you can base it on an existing

map.

e Select New Map.

Hint: All map names are unigue and i you select an existing map, you must give it a

e Enter a name for the map in the New

new name.
Map Name box. Select New Map or New Map based on Existing Map
. @ New Map
e Click Next.
) Mew Map based on exdsting map
Mew Map Name:
Customers|
Existing Maps
Map MName /[ Map Type QODEC D5k =
= { Default Import - MyUPS } Address Book
4 { Default Import - WordShip } Address Book
4 { Default Import Invalid Records } Address Book
o | Default Import Address Book o
4 I | +
<Back || Net> | [ Cancel | [ Hep |
. . — ]
6. The Connection Assistant — Prepare the Connection Assistant - Prepare the Map - Step 5 of 5 [~ 7|3l

Map - Step 5 of 5 window appears. There is one more step left, creating a map. After you click the Finish button, you

. . . will see the Connection Editor. With this editor, you will "map"” the fields in your
L4 Review the instructions. data sounce and in UPS Word Ship to show the connection between the fields.

o Click Finish. Mete: I you created a new DSN, you may need to confirm the ODBC source
setup. The setup dialog will be presented before the Connection Editor, if
corfirmation is needed. Click QK to confim setup.

Here are some tips:

1. When you see the Connection Editor, select a field or column in your data
s0UMCE.

2. Select a comesponding field in the UPS WardShip list.

3. Click the Connect button. Now the two fields are mapped.

4, Continue this process until all of the fields that you need are mapped.

<Back || Finish ] | Cancel | [ Hep

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



WorIdShip®

Import Customer Addresses

Step Window (if available)
7. The ODBC Microsoft Access Set Up ODBC Microsoft Access Setup -8 | [
W|nd0W appears' Data Source Name: Customers 0K
e Check for the following: the DSN name Descrption: My Curent Customers
that you entered appears in the Data Database
Source Name bOX, and the flle name Database: C:\...\Customers‘\Customers.accdb Help
that you entered appears for Database. [ ene ) [ Ceate. | [ Boparn | [Compadt. ]
= = = Advanced
e Select None under System Database.
System Databasze
e Click OK _
@) Mone
() Database:
System Database...
:
8. If the Data Source Name (DSN) already Error ==

exists, a message asks you to confirm your
choice.

e Click Yes to replace the existing DSN
with your new DSN.

&% The datasource named 'Customers' already exists. Replace it with this
WY definition?

E Yes i [ No ] ’ Cancel
e Click No to rename your DSN.
9. The Edit import map window appears. bl it e =l
QDBC Tables WorldShip Fields
e Under ODBC Tables, click the down [ AddressBock <) [Addrmss Bock -]
arrow and select the table that contains C. | CoumNoms  Type  Vidh <] [h. / red -
the Primary Key for Import, a field that M Ensifddess  VCher 50 E

uniquely identifies each customer.

e Select the field in the table that uniquely
identifies each customer.

o Click Define Primary Key for Import.

15 IsResidential VChar 50
16 I1sConsigneeBiled VChar 50

b417  CustomerdD VChar 30 H

2 Company or Name

3 Attertion

4 USPS PO Box Indicator
5 Address 1
€

7

8

18 USPSPQOBoxind.. VChar 50

19 TaxIDNumber VChar 15 Address 2

20 TadDType VChar 5 Address 3

21 AddressValidati. VChar 9 - City or Town -
| Define Primary Key for Import | [ Connect ] Disconnect
[ Define Forsign Key Relationships

] Prompt for the table name each time the map is Edit

What You Have Mapped So Far ]

QDBC Tables ‘' WorldShip Fields
Cancel
Help
© Copyright 2016, United Parcel Service of America, Inc. All rights reserved. 12



WorIdShip®

Import Customer Addresses

10. A key appears next to the ODBC Table's Edit Customer import map 5 e
name and next to the selected field to ODRC Tebles || o e
indicate the Primary Key for Import. B Aok o] (s ok d
C. |/ CoumnMName  Type  Widh ~| A [ Fed -
e Select the field under WorldShip Fields 1o B voer 0 £
that best matches your selection under 16 lsConagnesBiled _VChar 50 3 Aterton
7 CustomerlD E 4 USPS PO Box Indicator
ODBC Tables. 18 USPSPOBoxind.. VChar 50 5 Addmess 1
19 TaxIDNumber VChar 15 6 Address 2
e Click Connect. 2 e om s Bl Gt i
[ Define rimary Key for mport ] [ Connect ] Disconnact |
[ Dol Forsion ey, ek - Prompt for the table name each time the mapis | £ |
What You Have Mapped So Far: L.;Edm i l&
ODEC Tables 1 WorldShip Fields ODEC Login
Help
11. The mapped fields appear under What You Edit Customers' import map 9 e
Have Mapped SO Far. ODBC Tables WordShip Figlds
% addressBook i v] [Address Book -
e Continue to map the rest of the ODBC T 1 [ — e———— | BN cea a
Tables names to the WorldShip Conpary 5| |oe1  cusomer0 E
. soz  Aeton Vw3
Fields. ®93  Street VChar 35 923  Atertion
4 RoomFoor VChar 35 o2 4 USPS PO Box Indicator
e Click OK. wi m vom 1 T
e07  StateProv VChar 30 7 Address 3
%08  PostalZpCode  VChar 10 «| |e®8  CiyorTown <
[ Define Brimary Key for import ] [ Cornect | [ Disconnect ]
[ Define Foreign Key Relationships. ]
e e e Eér:r;pt for the table name each time the map is
ODEC Tables 1 WorldShip Fields | [ ODBC Login
AddressBook::Company Address Book::Company or Name
AddressBook Cnury @ Address Book Cnuryemtur)' B
AddressBook::Customerl D 22 Address Book::Customer ID
AddressBock::Pe:a\ZpCede =2 Address Bock::F‘e:a\ Code -
< . ] » Help
12. A message asks you to confirm your batch " UPS WorldShip ==
import.
@ Do you want to Batch Import now with Customers1?
e Click Yes.
i Yes ] l Mo

© Copyright 2016, United Parcel Service of America, Inc. All rights reserved. 13



WorIdShip®

Import Customer Addresses

Step Window (if available)

13. The Batch Import Data window appears. Batch import data o s
This window shows all the available maps,
including the map that you created.

Select a map to import data from:

Map Name [ Map Type ODBC DSN/Location o
e Under Select a Map to Import Data  Customers Address Book Cusiomers H
ﬁSampIe Order Impert 1 Shipment UPS WordShip Sample...
from, select the map name that you € { Defoul Import - My Acress Book
Created . 4 { Default Import - Wor...  Address Book
2{’ Defautt Import Invali...  Address Book i

e Under What type of import would you

H - What type of import would you like to do? e e s
like to do, select an option Address Books | Distibution Lists
() Manually process duplicate records =T Access Pont
Ld CI|Ck NeXt . @) Discard duplicate records ,': :Tni:ﬁ:rdiate Cansignes
() Ovenwrite existing records | Producer

|| Ship From / Retum To
V| Ship Ta / Collect From
| Third Party

Do not use postal code validation 7| Utimate Receiver
Delete existing records
[ e | [ Coed | [ b |
14. The Import/Export Preview window Import/Export Preview =
appears. Importing fram C:\MYUPSDATAVUP S\W STD\Imp Exp ' AddrBook* Customers dat

There are 44 record(s) to be imported.

e Click Next.

foNee ] [ concel | [ Heb
15. The Progress window appears followed by Import/Expert Summry -2 sl
the Import/Export Summary window. Ao Savs Log

Importing record 41
translating record 1 for Record Container

Tip: To view the Import/Export Summary g erd 1 o Fcord Caraer

. . . Importing recol -5

listing, click the up and down arrows or arsling ecord 1for Record Cortainer =
Importing record 44

move the Scroll bar. translating record 1for Record Container

Processed 44 record(s). There were 1 duplicate record(s). There were 2 record|s) already in the datzbase.

Do you wart to save or discard all records?

Options in this window include:

[ save i[ Discard I [ Help ] [ HKeep Log

e Click Save to save the imported
addresses.

e Click Discard to discard the imported
addresses.

e Click Keep Log to save the log to a
specified directory.

© Copyright 2016, United Parcel Service of America, Inc. All rights reserved. 14



WorIdShip®

Import Customer Addresses

16. The Shipping window appears. oo 7 "Bl UPS Wertaship _mx
. . Home  MySevies Toos  PramgAdwites  IrooiBpod  UPScom  Suppen V-
e Click the down arrow in the Company | 5o To |shoFiom| iskiuten | “Sunies | Oplons | Ostat | Perascs | -
or Name box to see the imported [ Brerss | Braw bacam
addresses. Compensxiome - m—
| hA ) SRRt fotttoa )t -
[GEF Compary ,,‘L‘;_{EA b
MBEM Company 2322 York Road Daclagod Vale:
LIPS Company 2355 York Rioad Faterance Numbar ]
MYZ Company 555 Oid Mal Road ¥
FRieference Number 2
Acdiess 2 Addrass 3
ContryfTamory Pasta) Code =
[Unted s -~ B9 Transpomason Te: I
Sy o¢ Tou semwPrvecelComy | [Shiper 7]
Teleghons: E-mail Addrass 17| With Reetun Services

" Shepper's Cast [LISD)
{r-11

Waight {ib) Pkl
\UPS Accoentbumbor  Tay ) Numbor o

Package  Shpment
00 0.00
BElogronic Scake Activaled
Dietad Gost
Shyppes Bratls ErRrIE) B .;NEw| Process Shigment
T —

add |1 [Pkgs | DeleePhg

Ver XOFY Panding: & Shprts) 4 Pl |
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