WorIdShip®

Process an International Shipment

To process an international shipment:

Step Window (if available)

1. Onthe Ship To tab in the Shipping window, O b5 © UPS Woriaship -ax
type the name, addl’ess, and telephone Home My Services  Tools  Printing Activities  Import-Export ~ UPScom  Suppert V(}v

. "Ship To | Ship From | Distribution | "Senice | Options | Detail | Reference | Customs Documentation | | =
number of the company or person that is to =1 [Clpem—— e

H H [ Freight Package Type:
receive your shipment. compenyoriome e
W @ Worldwide Saver (Express v ﬂm Width: Hight

Atenton Need itthere sooner? 7 22
NO'[eS: Salle Bergbower Delivery Date: Unavailable S::,‘::::ms
st Dsatacy Devery
e Because WorldShip cannot validate all o P L=
international addresses, be sure the gty posmtonie CaiCedte |
City or Town and Postal Code boxes % e CEEERETR e i
are correct to avoid an extended area Wesbacer ) [ JSpltDuty and Tax
surcharge. T i et
UPS Account Number. Tax ID Number. mﬂ Sh\p‘r;:]nt 0-00

e Package Entry processing mode was
used in all screen samples. The Service oS
and Options tabs will appear differently

. - A Sh%ppev Profile W\E\\T\W‘THI\’W Process Shipment (4
using Shipment Entry processing HARX R = o e !
mode. z

| Ver: | XOFY| Pending: 0 Shpmt(s), 0 Pg(s) | _;
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WorIdShip®

Process an International Shipment

Step

Window (if available)

2. Onthe Service tab:

e Click the down arrow in the UPS
Service box and select a service.

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

e Type a description of the goods in the
General Description of Goods box.

e Click the down arrow in the Bill
Transportation To box and select who
pays the transportation cost to ship the
package, shipment, or movement.

e Click the down arrow in the Bill Duty
and Tax To box and select who pays
the duty and tax cost to ship the
package, shipment, or movement.

e Select or clear the With Return
Services check box to specify the
Return Services shipment option. If
selected, the Return Services type
defaults to the type selected on the
Return Services tab in the Shipper
Editor window.

e Select or clear the Split Duty and Tax
check box to indicate who pays the
duty cost to ship the package,
shipment, or movement.

e A message displays to clarify who is to
pay the duty cost.

Click OK.

B Fa i) *

Home  MyServices Tools Printing Activities

UPS WorldShip

Import-Export  UPS.com

Support

Ship To | Ship From | Distribution. |
Customer ID: [¥] Update Address Book

-2

Company or Name:
Ralph and Sallie Bergbower

Attention
Sallie Bergbower

Address 1
Schiller Strasse 13

Addiess 2 Address 3

Senice | Options | Detail | Reference | Customs Documentation |

Shipment

[ IFreight
UPS Senice

Package

Package Type:
Box2 -

Worldwide Express -

Need it there sooner?
Delivery Date: Unavailable
[] saturday Delivery

[“Documents Only

General Desc. of Goods:

Lengh  Width:  Height
17 12 21 in

Declared Value:
1 Invoice No

2Purchase No

Country/Territory: Postal Code: Keyboards o
Germany v| 7154 BT To Bill Duty and Tax To I
City or Town State/Province/County: [shipper - Receiver B
Weisbaden SplitDuty and Tax
Teleghone: E-mail Address: [C]with Retur Services Shipper's Cost (USD)
123456789098765
UPS A Mot e 1D Nomb Weight (Ib) Published:
UPS AccountNumber:  Tax D Number Fers  @rmon
— 0.0 0.00
Elegtronic Scale Activated
Shipper. Brofile [Pha (1|« ]I v [ [NEW | [ Process Shipment
X000 | [ups > i F10 i
1 Pkgs | DeletePkg
[ ver: XOFY, Pending: 0 Shpmt(s), O Pkg(s) |
Worldship R =
The party who pays forthe Transportation charges will now also pay for Duty.
[] Do not display this message again
Worldship R =

The party who pays for the Taxes will now also pay the Duty.

["] Do not display this message again.
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WorIdShip®

Process an International Shipment

Step

Window (if available)

3. The Service tab displays. O Bode i) ° UPS Wortdship -=x
Home My Services Tools  Printing Activities  Import-Export ~ UPScom  Support Vi
L4 Type the Welg ht of your package in the Ship To | Ship From | Distibution | Senvice | Options | Detail| Reference | Gustoms Documentation | =
Customer ID [7]Update Address Book |~ Shipment Package
s . 3 = FlFreight Package Type:
Package Weight box. The Shipper’s e
s . . Company or Name: e —
Cost displays in the lower right. Rl and el Gargboner T[] | | e——— e et
Need itthere sooner? 7 12 21 Jin
. . ?Tuu; 5 Time: 1200pm Declaged Value:
e Click the Customs Documentation e sersoe DalveryDae Urevaiatle 1 voieNo
Address 1 [] saturday Delivery
tab Schiller Strasse 13 [ Documents Only 2Purchase No
Address 2 Address 3:
General Desc. of Goods:
Country/Territory: Postal Code: Keyboards o
Germany. v | 71544 Bill T To Bill Duty and Tax To: I
City or Tawn. State/Province/County: [shipper v]  [Receiver -
Weisbaden Split Duty and Tax
Telephone: E-mail Address []with Return Services Shipper's Cost (USD)
123456789096765
UPS A it Numb Tax ID Numb: flean®) Published
UPS Account Number.  TaxID Number Pack Shipment
= 100 382.01
19
[ Electronic Scale Activated
Shipper. Profile Pkg: [ [« |1 ) |[n |[isNEW |
000K 21 [ps = [ [0 L
Add |1 | pkgs | DeletePkg |

|Ver: |XOFY! Pending: 0 Shpmt(s), 0 Pka(s) |

4. If you are processing the first international & UPS WorldShip - Help
shipment for a shipper, the Export ' )

Documentation help topic displays.

Show

° Read Help as needed. Export Documentation

‘You can use UPS WorldShip to produce your export documentation. This documentation is electronically
transmitted to UPS and used to begin the dearance process with Customs and other government
agendes. This helps fadlitate the accurate and timely dearance of your shipments, See Determine
Required International Documents.

‘fou can manually enter the details for these documents or import the data from another source,

e Close Help.

If you do not wish to provide electronic export documentation to UPS, you can disable these features
when you set up your international preferences. You can change these settings for individual shipments,

See Add or Modify a Shipper.
If you choose to use WorldShip to produce these documents, you must acknowledge that:

# The information entered in WorldShip is accurate, and

# The information will be transmitted electronically to UPS and will be made available to government
agencies,

Mote: Regardless of whether or not you use WorldShip to create these documents, export
documentation must accompany the lead package in the shipment, See Use the UPS Rate and Service
Guide.

© Copyright 2016, United Parcel Service of America, Inc. All rights reserved. 3



WorIdShip®

Process an International Shipment

Step Window (if available)
5. If you are processing the first international International Document Settings For Shipper JOOC(X [
shipment for a shipper, the International _ o .
. . This screen allows you to set defaultinvoice preferences for shipper
Document Settings for Shlpper XXXXXX XXXXXXX These values can be modified on the Customs Documentation *
H tab while processing a shipment, or by going to the Tools tab and
dlsplays. selecting Shipper Editor.
e Click the down arrow in the Invoice
Setting box and select either Enable Invoice Setiing
Invoice or Disable Invoice. If you Choose to enable or disable the Invoice for your international

shipments.

select Enable Invoice, the Invoice
Terms and Conditions window
displays. Click Accept to continue.

Invoice Setting:

Enable Invoice -

Currency and Country/Territory of Origin

hd Click the down arrows in the Currency Choose the default Currency and Country/Territory of Origin for this

and Country/Territory of Origin shipper or choose "(None)."

ques gnd select the default values for E— CountryfTaniory of Origin

this shipper. US dollar ~ | [Uniled States -
e Click the down arrow in the

Declaration Statement box and select AaRTrElraee s

a default Declaration Statement and Choose the Customs Declaration Statement and number of invoice

type the number of invoices to print for copies o prntforthis shipper.

thiS Shipper in the Number Of Copies Declaration Statement: Number of Copies:

bOX Invoice V] D &)

Tip: Click ... to display the Declaration
Statement Editor window and either
view the default Declaration
Statements or create a custom
Declaration Statement.

e Click OK.
displays. Read then Click Accept or
Decline to back out and disable | acknowledge that the data entered into WorldShip for international
invoice clearance purposes is true and correct and the contents and value will be

as stated. This data will be transmitted to UPS and will be made available
through paper andfor electronic means to government agencies to assess
the approprate Customs Duties and Taxes in accordance with local
government laws.

| further acknowledge that incorrect or misstated information may resultin
shipment delays. fines and seizures of shipment contents.

© Copyright 2016, United Parcel Service of America, Inc. All rights reserved. 4



WorIdShip®

Process an International Shipment

Step

Window (if available)

6. The Customs Documentation tab
displays. For each export document that
you enabled on the International tab in the
Shipper Editor, an export document sub-
tab displays on the Customs
Documentation tab.

Tip: If you want WorldShip to create an
Invoice, but the Invoice sub-tab does not
display, select the Create an Invoice check
box.

For each sub-tab:
e Click the sub-tab.

e Complete the necessary fields on the
sub-tab.

To the right of the sub-tabs:

o Select the Packing List check box to
display the Packing List window and
supply the Packing List details for your
shipment.

e Click Access Additional Forms to
view and download additional forms on
UPS.com that may be needed for your
shipment.

e Click Preview Document to see an on
screen view of the export document.

£ 6 - &p s UPS Worldship -8 X
Home  MyServices Tools  Printing Activities  Import-Export ~ UPS.com  Support ~ ﬁ -
Ship To| Ship From | Distibution | Senice | Options | Detsil | Reference Customs Documentation | =l
Invoice | EEI | co | [V[Ereate aninvoicel
Importer (Sold To) Same as Ship To
[ Allow Mutiple Currencies Inv. Line Tot: 0.00
Currency: Declaration Statement: Discount
[Us dollar | [Invice (=) Charges
Reason for Export: Terms of Sale Freight
= =) Ui S — —
Other xcess Additional Forms
Additional Comments
Totallnv. Amt: 0.00 T
Help
Goods L
Enter commodities below: [ Reguest Duties and Taxes ] Save/Update Commodities =
# [CO|  Descriptionof Good | Part Number | Tariff Code | Country of Origin | Units | Unit of Measure | Unit Price | Currency | Marks and Nuf =
1 UnitedStates 1 Each/Number 0.0 US dollar
< I ] 3
Duties and Taxes
[ raifiGodelookup | | Delee | [ Deretean 000
~ Shipper's Cost(USD) -
PP = Process Shipment
Published 382.01 0
Your invoice may vary from the displayed rates ),
| Ver: | XOFY| Pending: 0 Shpmt(s), 0 Pka(s) | _:

© Copyright 2016, United Parcel Service of America, Inc. All rights reserved. 5



WorIdShip®

Process an International Shipment

Step Window (if available)
7. Under Goods on the Customs GodpgbO@ )+ - UPS WorldShip = x
Documentation tab: HE M:m:;mt:j:l PrmtingAgwes ;:npurt{xpurl UFS;n T AQ-
ot reancares | 8 S T *
e Click the Search Commodities icon to | | “smt - oo s | poien,  Sioperoenen  comnoones siore
dlSpIay the |nternati0na| COmmOdIty Profile Tools Preferences Editors and Communication
SearCh WindOW and SearCh for Ship To | Ship From | Distrbution | Sevice | Options | Detai | Reference Customs Documentation |
commodities. 1;;:.'[:( (Esilu mﬁm asGin To
' Qﬁ:ﬁMuhunleturrenmesnadmm —— \gvD‘I:::U':t 0.00
e Select the Request Duties and Taxes = = -
check box to save the estimated duties et S e =
and taxes in Shi i — e ] e i
pment History. e e hocess Addtona Foms
itional Comments: -
:
Total Inv. Amt:  0.00
Tip: The estimated duties and taxes s —
> X i er commodities below @] [E] Reguest Duties and Taxes [E] Save/Update Commodiies
are Saved n Shlpment HIStOI‘y, and # [CO|  Descriptionof Good | Part Number | Tariff Code | Country of Origin | Units | Unit of Measure | Uit Price | Currency | Marke »
Duties and Taxes in the Shipment e e S R U
History window becomes active only if = I
you select this check box. < T 2
Delete Delete Al 000
e Select the Save/Update Commodities SenciCet U50)
check box to save/update the 0.00
commodity information to the Youroios my vay o the disleyed s
Commodity Editor.
| ver: XOFY| Pending: 3 Shpmt(s), 3 Pkals} | ;

e Specify the goods details in the Goods
grid for each good that you want to
ship.

e Click Tariff Code Lookup to display
the Tariff Code Lookup window and
search for tariff codes.

e Select a good and click Delete to
delete one commodity on the Goods
grid, and click Delete All to delete all
commodities on the Goods grid.

e Click Estimate to display an estimate
of the duties and taxes for the
shipment.

© Copyright 2016, United Parcel Service of America, Inc. All rights reserved. 6



WorIdShip®

Process an International Shipment

Step Window (if available)
8. Click Process Shipment F10. & &l - UPS Woriaship -ox
Home My Services  Tools  Printing Activities  Import-Export ~ UPS.com  Support Vﬁv
Ship To| Ship From | Distribution | Senvice | Options | Detail | Reference Customs Documentation | =l
‘Invoice | EEI | cO | [¥]Create an Invoice
. [¥] Importer (Sold To) Same as Ship To
NOte- DAH:w Muftip\e Cuv)vencies ’ Iv.Line Tot 1000
Currency: Declaration Statement: Discourt | |
e When you click Process Shipment (U doter 3| ) )
1 1 H H eason for Export: ems of Sale: Freight
F10, WorldShip will validate the receiver e e —— —_—
e-mail address and display a message e
indicating the shipment may require AT BT s
. . . Help
documentation from the receiver if:
. . . # [CO|  Descriptionof Good | Part Number | Tariff Code | Country of Origin | Units | Unit of Measure | Unit Price | Curency | Marks and Nui »
a) The receiver E-ma" address IS | 1 |[[] Keyboards United States 1 Each/Number  10.00 US dollar
bl k L United States 1 Each/Number 0.00 US dollar
ank. .
b) The shipment is a worldwide - R :
1 H ariff Code Lookuf elete elete, Estimate
shipment (excludes domestic and (- raGoseioop ] [ Do ] [ pekes °“° e
| Shipper's Cost(USD] )
transborder.) poppers CostUSD)
0.00 s
c) The shipment is not a Return Youinoie may ey fomte diplayedaes ;
Serv'ce Shlpment | ver: | XOFY| Pending: 1 Shpmt(s), 1 Pkg(s) |
You have the option to enter the E-mail
P UPS WorldShip |-£3-|
address now. If you select Yes,
W0r|dShip will return to the Ship To, E- This shipment may require documentation from the receiver. To ensure timely
mail Address field. If you select No, customs clearance, please provide complete receiver contact information,

including a walid mobile phone number and email address.

WorldShip will process the shipment,
You can stop the d|sp|ay of this Would you lilke to enter the receiver's email address?
message by selecting the Do not show
this dialog box again check box.

[7] Do not show this dialog box again.

£ Yes g [ No

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



WorIdShip®

Process an International Shipment

Step Window (if available)

UPS WorldShip

8. A message may display if a required field
was not completed (see samples).

e Click OK.

& required field has been |eft empty or is invalid, It's marked in red. Other required fields are marked with blue labels,
Fill in &l required fields befare trying to proceed.

e Complete the required field(s).

uUPs Worldship x|
e Repeat if needed.
Ak leask one goad is required For the Inwvaoice,

Fill im all required Fields befare trying to proceed,
If additional help is needed, use the

LIPS WarldShip Help.

9. If you do not have an International Shipper iz bateloih et Aol
Ag reement W|th U PS, the POWer O.I: @ ;ﬁl:w;:;;me;;l:?:::sciiﬂg;iig;s;:;s Power of Attamey fram the exporter so that UPS may act as forwarding agent
Atto n ey Wl ndOW d |Sp| ays . E":zafs;r:umplete, date/sign and includs with your invoice the Custorns Power of Attormey form by selecting "0K to print

Mote: To avioid signing this agreement on a per shipment basis in the future, complete and return to UPS an Intemational

° RevleW the |nf0rmat|on, Shipper Agreement for each shipper.

To print an Intemational Shipper Agreement, select "Activities™ from the: main menu. Then select "Print Intemational
Shipper &greement”.

° C I |Ck O K . For more information refer to UPS WaorldShip Help.

10. A blank Shipping window displays, and the o8 &5 - UPS WorldShio -oXx
paCkage |abe|S and export documentS prlnt | Home | MyServices  Tools Pnn_lmg)\ctw\t\es -lmpurt—Expcrt UPScom  Support . A
6 W7 CreateaRetun v = @ 5 * i b = I - —
1 Multi-piece Shipment O =
Repeat Undo  Void Track Addresses End of Pickup Messaging
- Day Information v | Center

Histor
- Save Shipment

On the Home tab, select History or press
F3 Nawg%e Shipment Activities Track | Manage Addresses End of Day Pickups. Messages

Ship To | Ship From | Distribution | Senvice | Options | Detail | Reference | =
GustomerID: 7] Update Address Book |~ Stipment Package
[ Freight Package Type:
Residential
[JResidenta UPS Service: Package -

in

c N
“"“pa"""—ams NextDay Air ~| Length Widh Height

Need it there sooner?
Attention
Declared Value

Reference Number 1:

Address 1 [7] Saturday Delivery
Reference Number 2 =
Address 2 Address 3

Country/Teritory: Postal Code:

City or Town: State/Province/County: Shipper v

Telephone: E-mail Address [CJwith Retum Services Shipper's Cost(USD)
(y- 11 7
UPSA, - ——— Weight (Ib) Published
UPS AccountNumber:  TaxID Number. Package Shipment
0.0 0.00

Electronic Scale Activated
Detail Cost -

| ver: XOFY| Pending: 1 Shprt(s), 1 Pka(s) |

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



WorIdShip®

Process an International Shipment

Step Window (if available)
11. The Shipment History window shows the W& e i) - UPS Worldship -oXx
Sh'pment Under U PS P| c kLI p S. | Hu_me | h:lnyennces -Too\s : Ijmmng Ac:m:s - ldm:on—Expon ‘;)Zm: - Support — : A
l;‘_J !g .lﬂ _u 3 Mark as Voide ] 2 rehive/Restore v || ) Preauthorization m‘ﬁ'ﬁ' ‘-@

. . Ship Repeat Ed\t/ﬁglconc\\s- Void R Track { sy — Pickup End of
Note: To reprint a document for an - Mara At = |
|nternat|0nal Sh'pment, Se|eCt the FECIpIent I\Tlav\g:t: s Shl:n;:n( Activities Track ranagewslmry Freight Pickup Date] |End of Day| = |

. . . . Tracking No/Pkg Ticketld: < Shipper: X0OOOC Ship To | Ship From B
or tracking number, click the Printing e e S
H HH H H =& UPS Pickups Atin: Sallie Bergbower Telephone:
Activities tab, then Reprint International ‘ B‘.ggik&;’;‘;mgw ) SchlerStasse 13 N
T erman:
Documents, and select the document you a@. geme e
want to reprint. fi-frdr Sy
SEEIIIAEER “Shipment | Billing Information
B AirFreight P 9 L
B Worldwide Express Freight g:zls;""cs ;";)’(‘;V;(“;Z’%FSESS . 3
Actual Wt 10.01b
Total Packages: 1 BiledWt 31.01b
Hundredweight No Dimensional Wt 30.8 Ib
Time: 12:00pm
Options | Misc. |
| Ver: || shipment 1 of 1 Pickup Rec 0000 ;
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