WorldShip®

Process an Air Freight Shipment

Go to the appropriate page for a discussion on the following Air Freight features:
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View Shipment History for an Air Freight Shipment 16
Track an Air Freight Shipment outside WorldShip 18
Add Air Freight Commaodities using Commodity Editor 19
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Set Air Freight Shipper Preferences

To set Air Freight shipper preferences:

Step Window (if available)

1. On the Tools menu in the Shipping or Shipment Bl et k. (TS st s Vo
History window, click Shipper Editor. [ &L ¢ e =D
STa| Shhites . Gty S ades ¢ Dotel | otersrcn|
Cuhoenes 10 fate T Dty e ’ Py
Rrdereron Qualier Edier. ..
Corsuyalim | G bek k. 4=
| SR o
—
Adques > Fnquest Trank Tme ShfoFh
Countrp/T
Juried States Tookyr Ko,
O T Tabs Crder i, “
'_ Lk Sk Ecller ... 1
Talsghons: ecliecindsind 41 irees WorldShip
]lP;A:o:«IJM oMU T80, :' = Shipment Cost {USD)
f I o0
[ 0.00
=_ab | S e |
Vout iveice may vady fom the Giplaped 1ates.

Shipper Editor
[ Evisting Shipper

2. The Shipper Editor window appears.

| Compary of Mame Status Menotiated Rates Status

Shippar Number
¢ Y WS Test Shipper

e Select the shipper that you want to modify
under Existing Shipper Numbers.

e Click the Modify button.

Add Modify Delst= Set fotive Shipper | | Updte Status Fegicst Fiates |
L,

~ Shipper Informati
Attn: Pat Shipper

2311 Yark. Aoad

LUTHERVILLE TIMONIUM, MD 21093
United Statss

Telephone: [410] 5604444

F

an
PTN Range: NO RANGE DEFINED
Profile: UPS

Rate Type: Daily
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. . . = = —
3. The Modify Shipper window appears. Modify Shipget SR 2
) . Fiating Preferences | Rieturn Services | Import, Controll International | Freigh
Cllck the Frelght tab Shipper Infarmation | Alkernate Ship Fram I Preferences 3 Cancel |
Shipper Mame: I Residential Help |
IW’S Test Shipper
Contact:
IPat Shipper
Sddress 1:
2311 Vork Road
Address 2; Address 3
Country/ Territary: Fostal Code;
IUnited States j |21 053
Lty or Tawn; State/Fravince/County:
[LUTHERVILLE TIMOMILM |mD =
Telephone: Fax
|[41 0] 560-4444 [ ] |[ ] -
PSS Aot W Tax D Humber. Taw D Type:
(e | | fen =]
E-mail Address: FTH:
I 4000000 -- 4233339

4. The Freight tab appears. Modiy ShippeEHEREEE =
H Shipper Information | Altemate Ship From I Preferences | ok k
* Under Number Of LabEIS to Prlnt’ type the Rating Pleferencasl Return Services | Import Controll International  Freight Cancel

number of labels to print (from 1 to 99) in the

Per Handllng Unlt bOX r— Humber of Labels ko Print Help
Per Handling Unit:

i

. . |4
Tip: Four labels are currently required per e
shipment/pallet/handling unit. it Freight
Wi

e Under Air Freight, select the Print SLI check
box to print the Shipper’s Letter of Instruction
(SLI) during shipment processing.

e Click the OK button.
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Set Air Freight Shipper Preferences

5. The Shipper Editor window appears.

Click the Close button.

Add

o

Delst=

Set fotive Shipper

HNegoliated Fates Status

Update Status

Fegicst Fiates | |

~ Shipper Info
Attn: Pat Shipper

2311 Yark. Aoad
LUTHERVILLE TIMONIUM, MD 21093
United Statss

Telephone: [410] 5604444

F

an
PTN Range: NO RANGE DEFINED
Profile: UPS

Rate Type: Daily

6. The Shipping window appears.

G 180 WorldShip - Administrative Waorkstation

Bie E% Acnmes ook LPSWh

R & 8 ¢ @eg o x B i

She Te | Sk Fiom | Datibution |

Service | Dptions | Dl | Meterence |
Shrert

— | 5
G o PS5 Service Package =i
lﬁ_.l I!awbwm 'I Length ‘widh  Height:
o - Need i there toone? (W
| Dleclaed Yk
Ak 1 ,w;
I I Satuday Delremy
2 Ao 3 Rebesence Numbes
[ [
T Pustal Code
JUried Statea =1
ity on T Statn/Privance Tounty Tearigalatam Tos
! l: s ) F';" 2 WorldShi
'L r; [ Wih Retum Services p
(] 11 T - - Shapmant
rnwm liqlouubu. H‘:’:_;" et v
o0 0.00
re
Shper Pl L2 I i 4 [0 (e ||
[ =] furs =] 5 A
[iassad ups | T e
Voun irrvoice may vy fiom th daplaped istes.
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Process an Air Freight Shipment

To process an Air Freight shipment:

Step

Window (if available)

2. The Service tab appears.

Select the Freight check box.

Eio Edt Actrgties Jooks 'k

Dofa  fircow  Anmote

F&mﬂaﬁRMﬂz&::¢

1. On the Ship To tab in the Shipping window: e cpmmmon BrE
wLh &2 8 &g 2 | I
e Type the address of the person or company r%‘l mﬁim] L ‘?‘ umlvuulnﬁ
where the shipment is to be delivered. e I Upsa Aok ?—":é. Pk,
Company o Hwom Ly Pﬁ% Pu‘m — =1
e Click the Service tab. Lo 2 7| TR
[ichn Shopes DeclysdVile |
Rafeence :
[ommgm | | SusdDob [r————
Feberence Number 2
Iﬁﬂw? Ay § ,7
|
ity oo Towerr Slnwm i oty T
Lwaﬁobmm [ I&:“%wi =] -
I Wit Bishan Senvces P
IL'HL:L";:. r“”'_"“’ S e [
I 00 0.00
R el e
a1 | Zead ] |
Vot invaite Mmay ity iom the diplayed iates.
E == ol

-:hoTelmpnn-| Dabution |
Cutheri

iuwm]umu[ouu | nm]

will be cleared and asks if you want to continue.

Click the Yes button.

— R |
— || T—

g wm,

,::’{N:\"ih-—t I Sahuday Delremry S -

Adgras 2 A 3 Reberence Humber 2

Conntiy/T Cinder

JUried Statea | E

it oo Town: ls‘l.umwm 1 o

ParEsoNLLE [l Sheoper .

lL ,—L envices WorldShi
[S04) 5554404 | | ';::Tns = Shipmant Cost {USD) E
WP Account Mumber, Tz ID Humber. Package Shipment

' ' - 0.00

I Bl St :
Wous irrveace may valy hom the diplaped iste.
3. A message warns that some shipment information L2

\ip If ywou change the shipment bvpe, some shiprment information will be cleared.
-

Are you sure you wank ko continue?
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4. On the Service tab:

e Click the down arrow in the UPS Service box
and select an Air Freight service type.

Ein EM Acnfes ook LS Wob Acnss

M L Do x W

Ship Te | Ship Fioe |
Cuttottr It I Updste Addats flock:

Service | Dptions | Dl | Meterence | Documents |
Shiprant

information using either or a combination of the
following methods:

e Search commodities that you entered in the
Commodity Editor and select those
commodities that apply to the shipment that
you are processing. To use this method, click
the Commodity Search button and continue
with step 6.

e Enter each commodity separately. To use this
method, skip to step 9.

I~ Resdsal fﬁ“"’*
Compuary i Hve Serme :
e Click the down arrow in the Bill Transportation e =l W e
To box and select who will pay for the £ (7 — A
transportation, duty, and taxes. EIEEC N | e v w W W
war f - rawos |
Note: If you select Third Party, the Third Party e nrm m,l,,wm'
Address window appears. In this window, type T - o
information about the third party and click the R - . J.‘;.“‘"J:‘:‘ — ) ’
OK button. The I:l button appears on the s
Service tab to indicarjou have selected a
third party. Click the button to view or e | el ol e it |'|
change the third-party information.
e Continue with step 5.
5. On the Service tab, specify the commodity AR

Ein EM Acnfes ook LS Wob Acnss

MG P Dag o x WL

St To | shioFiom| Servce | Opions | Detad | Pedsrsnce | Documents |
Cuattcerat (0 I Update Address flock | | Shipment - =

3 = Freight '

I~ Resdegss =

Compuary i Hve LIPS Servee:
[UPS Freart = "_I !umh‘.mr Imght - Gun =]
torions
[on Shooes Pachagey Typm
Addnge 1. dL [Package =]
173 Mars St Tots Wecht ?ﬂ- Widh  Heght
Adgen 2 Ao 3/Sinunkt: L
[ o roos |
CountoyT Code: T Upde |
JUnied States =] =z
[ty oo Towr: e Province Tounty Diescrphon [ Type [ Pieces | TowWeigh
pacesomaLie [ =
Teleghons: £l Address:
[imey Saaaa) | 4 | |
IP5/3L% Acc Ho & uPs  Aport Code: Shipment Totsly
I e [ =] | |weg 00k Pecer 0
Fiow 2 'tm i 4 TNEW | Sove - I
wexeex ol | | —L'__IJ

| 1 | PrcessFi0 ||

WorldShip
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6. The Commodity Search window appears and
shows all the commoqmes _that you entered Dosarintion: Packaging Tspe:  HM/DG:
through the Commodity Editor. [ [en i ﬁearchR|
Freight Class:  MMFC: Sub: Length:  Width: Height: Clear |
Use the following methods to search for EE— | | | | i
com mOditieS: I the giid below, check the commodities you wish to add to your shipment, edit the number of pieces and
weight. and click the Add button.
e Use the side scroll bar to scroll through the Search Heslu"s: | | | —
H Select... | Description Type Pieces | Total%weight [Ib] Classz | NMFC
SearCh Resu'ts “St [m 10-Penny Nails Box 1 100 50
. . . . 1-inch Masking T Rall 1 50 50
e Click the column heading to sort the list in E Vinch Paoat Tape T =
ascending or descending order by that column. | Tinch Screws Pal 1 100 B0
O 2-faot Planner Uit 1 100 =01}
A - [m 2-inch Duct Tape Reel 1 50 55
» Narrow your Search Results list by completing O i Masking T ape R E— =
optional criteria under Search on which to base g 2inch Paper Taps Feel 1 100 ]
. . O Z-inch Screws PFail 1 200 70
a search and clicking the Search button. O sinchoil et o ER
[m B-inch Duill Set Cont.. 1 400 85
7. The Commodity Search window appears and B
. [~ oearch
shows all the commodities that match your search Desrintion: Packaging Tope:  HM/DG:
criteria. | | =] [an =] Search |
. . Freight Class:  NMFC: Sub: Length:  width Height cl
e Select the check box in the Select Commodity E— [ | | . [ o= |
column for each commodity that you want to T —— p — - R ——
. . . i ., i Iy b [{ t, edit i
add to the commodity list on the Service tab. weight and cick s Addbuton, v SIPE, S E ST psEs an
Search Results:
e To edit a number in the Pieces or Total Weight Select | Description [Type [ Picces | Totalwieight (b] | Class| NMFC
column for a particular commodity, double click | 10Periy Nais Box 1 100 50
1-inch Masking Tape Raoll 50 B0
the number and type the new number. 2inch Masking Tane R o o
e Click the Add button.
4] | |
Add %J Close | Hep |
© Copyright 2012, United Parcel Service of America, Inc. All rights reserved. 7
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8. The Shipping window appears and the commodity
(or commodities) that you selected in the
Commodity Search window now appears in the
commodity list on the Service tab.

For each commaodity in the commodity list:

e Select the commodity and review its attributes
under Commodity.

e To update the commaodity, update the fields
under Commodity and click the Update button
in the Commodity Navigation Bar.

e To delete the commodity, click the Delete
button in the Commodity Navigation Bar.

s

Eir Ea Actefes ook LS Wob Acnss Doja  Wirdow Remote

mfmb&ﬁamﬂa&::u

=l01x]

Ein Eo Acefes ook LS Wob Acnss Doja  Wirdow Remote

QF%'A&R%”&&C:M

St To | shoFio| Servce | Opions | Detal | Pedsrsnce | Documents |
Cuathorr i1 F Update Addnat | Shipment
. R ¥ Freight me'"zl
Conpany of Hwns UFS Servce: =
[urs ere :Jf_l _!Nmnnm.,.,. G s] |
Altordpn
[t Shoper _“_ e mx.-grn-
hekdings 1. "‘T':;m o [nd
Il?{Nm'ﬂ'h-‘
adgen 2 Akvens Sinant: R E L i‘ I 5
-~ p— (- s
T™ | Upds Clear
JUried States =] [ _I
[ty ot Town: oty Disscrphon [ Tupe [ Pieces | Tolwiegh
Tinch Masking Tape L - L]
I"“‘”""""” |" Zinch Masking Tape Rl 1 = dShip
||-mjw|uu| 1 ) | |
IPS/SLS Acc Ho & uPs  Asport Code: ‘Shipment Totsty
Hrm [ = |wese 100m Piecor 3 Gt Plate..
Shippec Emdy w4 b|u!'d§"| Savg | L I
[3nonoe A= =
B | Updwnr] ek | Pecenrio |
G 1S WarldShin - Administrative Warkstation =10 x|

St Te | Shig Fiom | Service | Dptions | Dl | Meterence | Documents |
Cutrcenar I I Update Addvess flock | | Shiement =
.  Freight Iﬂf.wl"“‘"‘_'“‘zl

Company of Hiwon LUPS Service .
[oPs Fresre Bl J'_II | [t D i Fregh -G =] |
Altordyos
I:: J:‘:w _1 1 rthameM\l‘
T p— TNM
Adgpe 2 Avens 3Sinent: . FE‘
[ [ [
Counly/F e i
Junied States =l ﬁ i
Doty on Town: State/Frgvnce Taunty g

= 7| [ — L — —
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e — I
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To add a new commaodity based on the
selected commodity, click the Add button in the

Eir Ea Actefes ook LS Wob Acnss

MG ® W Deg o x W

=l01x]

Commodity Navigation Bar. ShioTa | b Fom | e [ —
Curormer il I Update Address flock | | Shipment = -
P 7 Freight o S | =)
Conpary s Hwne UPS Servee: [shees =
[oPs Freare E| f_l [t Doy i Freagh - Gun =]
: !
[lohn Shppes | Deserption Packagng Tre.
aliiehe e baing Toee [Aca =l
|wm.—.s‘n- L3 Totel Wish M
ke 2 Adkbwss it [i [50 b i\o [ 15 m
[ T ki | ™ HMDG I |
Courliy/ Code ru T
JUried States =l % e —I
[y o Town: oty Diescrphon [ Type [ Pices | Tolwiegh
=00 1 inch Mazking Tape R 2 0
L |" Zinch Masking Tage YW dShip
[im0e) SEaaaay | 4 | 5|
PS/CIAccHE & UPS Aot Code Shioment Totsls
r— - | : GotRate.
scs Weight 1000 b Piecer 3
Shippes T I o I e o |
| —
—Bod) ] Updan | peew | _ Pecenrio_ ||
T 1S WarldShin - Admanistrative Workstatian =iolx|

9. On the Service tab, specify the commodity
information for a new commodity as follows:

mmmpmus%m

ME D ® LW Deg o x B

 In the Description box, type the description. oy ™ e .f;';{»}f“”‘°“'“’°:.:;1:;:;1_j
Corpinyg ol Han UPS Servce: Shihem =
¢ In the Packaging Type box, click the down mm" ZRIi=os e <3
arrow and select a packaging type. fon i JW%
. . [123 M St kel Weicht Wik M
¢ In the Pieces box, enter the number of pieces s bt on ‘m;:_ : ?‘?m e
(up to and including 9,999). e e o]
o0 Town: ik Descrphion [ Tipe [ Pieces | Total
¢ Inthe Total Weight box, type the weight. fzw R R - =
. . [roumaar T r"'— o | Pl
¢ Inthe Length box, type the largest dimension. o | T S
¢ |In the Width box, type the second largest
dimension.
¢ Inthe Height box, type the third largest 1 | 2l "b’: s |'|
dimension.
e Under Commodity Editor, select either the
Add New or Update check box to indicate if
your entries should be saved to the
Commodity Editor.
e Select the HM/DG (HAZMAT/Dangerous
Goods) check box if required.
Note: If you select the HM/DG check box,
WorldShip automatically selects the
HAZMAT/Dangerous Goods check box on the
Options tab.
e Click the Add button to add the item to the
commodity list.
© Copyright 2012, United Parcel Service of America, Inc. All rights reserved. 9
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10. The commodity appears in the commaodity list on

the Service tab.

Ein gt Actigtes Jooks

BB Degn x W0

=l01x]

11. The Options tab appears.

e Select a Shipment Option check box. Entry

. St To | shoFio| $-w°-|umudhouu|nu«m]uw-|
e Repeat step 9 to add more commaodities as o e e lmmnte
. e Shippes =
needed iuar::x:"u B ‘__I ;..I:::m,mhm.p- Gun %]
.. Altordpn Commadiy
e Once you have added all the commodities for e S -
this shipment, click the Options tab. EITEC I | e v W W
] ] ) ) [ S  HWDG 7]
Tip: To remove an item from the commodity list, fone — “,%,'-M I Upie |
select the item and click the Clear button. s e I —
I — iﬁ:ﬁ‘;’.‘é?""' e —a | Worldship
 —— :;“: [P [ an s ewes 7| O
Shipper ':m,. .n_. | wJENEW | o o |
S— = | | __peeenro_||
T 15 WorldShin - Addmanistrative Worlcstation =101 x|

mwmlm

mFmb&&ﬂmn$@::¢

Continue E I

X : . oo | oo e Opins o | Ptrerce | Do |
fields appropriate to that option appear at the e ifion e i
right. — | e
altorggn e
e Type the needed information or select the R o
needed options. R —
F——
Tip: Ir&fo:nlwatlgntdoestr:)ot have Itot bde l§y|?ed Ig;:- | lg:- .
immediately, but must be completed before Zovie e -
you can process the shipment. S — :
I _ B ] e—) M
e Repeat this step for each additional option. =
Tip: To remove an option, clear the check box = s
. i _I_l__!_i e |_swe |1 |
next to the selected option. mommm ][0 B l I |_peeenrin_]|
e Click the Detail Cost button.
12. The Pieces Shipped As window appears. e |
e Describe the Handling Units (moveable pieces) FEEERS s s -
in this shipment Describe the Handling Units [moveable pieces] in this
' shipment;
e Click the Continue button. [a |Paletiy =] | [Loose =l
Cancel |

© Copyright 2012, United Parcel Service of America, Inc. All rights reserved.
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13. A message may appear if this is the first time you
have processed a freight shipment.

e Click the OK button.
e Click the Detail tab.

i ‘Your account information has been sent to the UPS Data Center. If wou are a Preferred/fational customer, yaur
preferences will be available on My UPS within 24 hours.

CEe

14. The Detail tab appears.

Continue as follows:

e Under Pieces Shipped As, change the number
of pieces for each handling unit as needed.

¢ In the Special Instructions for Handling box,
type up to 400 characters.

G 180 WorldShip - Administrative Waorkstation

Ein gt Actigtes Jooks '

BB ® P R x W Ll

Shio Ta | Ship Fiom| Service | Optons Dot | Peterence | Documents |
Cuttorter i1 ¥ Uipdate Addwss flock
I~ Ressues
Corrpury o Hwnm
[oPs Feere - &)
Aterksn
Jlohn Shiopes
Addngs 1. g
B Piaces Shicoed ar
Adgnss 2 Adves 3 nl l Polets] ¥ | j-_oo:e -I

[

Counig/ [ [

JUried States =l ﬁ G R
i by

e Inthe Consignee Remarks box, type up to 400 Pt 2l
characters. e o WorldShip
) ) r@mm & urs A'-nmrodu' Sl FrE |
e Inthe Pickup Date box, click the down arrow Coc
and select the pickup date on the calendar.
e Click the Select Countries of Original S A ) i L1 e e |
Manufacture button. - - | T T | PG |
15. The Select Countries of Original Manufacture Select Countries OF Original Manufacture 2lx
window appears.
¢ In each Country of Original Manufacture box, Country Of Original Manufacture 1 | jrited States =l

click the down arrow and select a country as

needed. Country OF Original M anufacture 2: Tlritod Ctatas
Note: You must selegt at It_east one country of Counly Of Original Marfactue 3 [(iane] =l
manufacture for an Air Freight shipment with a
Canada destination. Countre OF Oniginal M anufacture 4; I[None] j
e Click the OK button.
Country OF Original M anufacture 5 I[None] ﬂ
ok ‘E I LCancel Help |
© Copyright 2012, United Parcel Service of America, Inc. All rights reserved. 11
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16. The Detail tab appears.

B

Eir Ea Actefes ook LS Wob Acnss

Dofa  firdow  Famote

mfﬂb&ﬁawﬂa&::u

=0ix]

Click the Reference tab. o To | shioFom| s Gt Oy e
Cutcenss | ¥ Update Address flock
I esidersl
Compury it B
|u|=s Faesft j., f_l
Atorior:
fichn Shopes
MIIH M:\.'in-l Pieces Shicped ar
adgrss 2 adkbess ISinaet: | [Lome |
I Sl Instrctors For Haring.
Countip/T P.M I
JUried States =] =z G R
Chr o Tovwmi T
[acxsomaLiE |n
|L ,.; WorldShip
[304) a8 | &
Shipper : 'mﬂ_.p.—qug.utwl e e |
=l =l | | __peeenro_||
LIPS WorldShin - Administrative Workstation =10 x|

17. The Reference tab appears.

Eir Ea Actefes ook LS Wob Acnss

Dofa  firdow  Famote

mfﬂb&ﬁawﬂa&::u

Continue as follows: koo | s fon| S| Ot | Dot Ao | cimens|
: — e
e Select the Shipper Reference and/or e —— - o
Consignee Reference reference type and type ot i
the reference number in the Reference S —
Number box. fuaeni Aty Sk
3 Conndry/T L.
Urited States ha |8 2]
. C|I|Ck thﬁ Add, Updite, or Delete button to L‘:“‘" d f“ - flemalne 4 .
select the action taken. o e R
e Click the Documents tab. iM:;‘: — st -
Shpes f ':.,4,. .p—. _-|i§.utw| sow_| Lo |
[iesaed e | T "
12
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18. The Documents tab appears.

Click the Packing List button.

W.

Ein gt Actigtes Tooks

BEGS SN Rero x B Lo

=(01x)

Sho o | ship From | Sorvice | Options | Dietad | Metersnce Dacumants |
Cuttorter i1 ¥ Lipdate Addwss flock
" rota
Corrpury o Hwnm A
[oPs Feere EPs
Aterksn
Jiohn Shopes
Addegs 1.
[173 M St
Adgnss 2 ey 3teelt
[
Conntrp/T Conder
JUried States =] =z
Gty o0 Town: Siala/PrgvincoCeunty.
[acxsomaLie [ =]
Teleghons: £ alAddess WorldShip
[imoe) Seaaaay |
luﬁwlwlh & uPs  Asport Code:
coes | i
Shippec [Emdy 1| 4| b!uiiut\il Save - i
A= A
fsssiad - | et FI0 II

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

e Update the commodities list as needed using
the fields under Commodity and the Add,
Delete, and Update buttons.

¢ Inthe 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.

o Update the Pieces Shipped As boxes as
needed.

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

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

e Click the Print button. The displayed Packing
List details print.

e Click the Close button. 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.

2=
Description | Tupe | Pieces | Total'weight [ Lengh | width | Height | HM/DG
T-inch Masking T ape Roll 1 a0 4 2 2 Mo
2-inch Masking Tape Fall 1 50 4 2 2 Mo
Seinch Dl Set Co.. 4 400 1a 1o 1a Mo
4] | |
r— Comnmodit

Pieces: Fackaging Type Unit Price:
| IF'ac:Kage j |U.DD ™ HM/DG
Total Weight: Length: Width: Height:
| Ib | | | in
Descrption:
En e Pieces Shipped as:

’73 I Palletlz) = IU Lonze - l

Murnber of Copies:  Language:

I [Engish us) =] Pint |

Aidd Clear, | Delete | Update | Cloge[: I Help |

© Copyright 2012, United Parcel Service of America, Inc. All rights reserved.
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Process an Air Freight Shipment

P ; T e — i
20. The Shipping window appears. I—m T Aenger Ton s e Crg—r— g
mfﬁb&ﬂawﬂa@::u
. Procesz F10 16| o —— Servcn| Optons | Detad | Mofsencn Dosumarss |
Click the button. L,.,.ﬁn_._ Fm
Altordpn _I
Jiohn Shopes
Iﬁﬂw? ey 3riioenll:
[oeem ]
oy o Tovn swwm
[acxsomaLie [

o — ,.:ﬂ_ WorldShip

(304 54422 | |

prem € Mot
cucs | |

o o wfivew | e | |
f—_If—_l | nmurlntu

H H Pickup,/Drop Off Request 7| X
21. The Pickup/Drop Off Request window appears. i e il
Describe the Handling Units [maoveable pisces) in this ——
H H H shipment: Pickup Date:
. fy -
Verify and update the information as needed ol e et e | e 5
3 Pickup Ready Time:
Pickup/Drop Dff
° - =
Click the OK button. ((_‘ s PR —— ["2.0051 P =
Pickup Location Closing Time:
[ Drep Of ["&0o00PM =
Dte: i Pickup Location
IZF-SED-ZDH LI Address 18
Tiimne: =
oo = [z211 ork Road
Address 2: Addiess 3:
Requestor
;ml:;d ':‘E::E Cauntr/T eritary: Posts] Cods:
I‘WS DTe:t e = [United States =l [z108
=
Atertion City ar Tawrm: StaterPrawince/Caunty:
[P Srieger JLUTHERVILLE TIMONIL| [MD |
Email Address: Additional Instructions;
|F‘5hipper@ups cam
Telephane Mumber:
|[41 O] BEO-4444[ ]
o | Cancel | Help
By selzcting the O button. you adree to the UPS Tariff/Tems and Conditions. Terms and Conditions

© Copyright 2012, United Parcel Service of America, Inc. All rights reserved. 14
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Process an Air Freight Shipment

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

e Follow the instructions.

e Click the Continue button.

2]

“wiorldShip waz not able to connect ta UPS

“f'ou can still process shipment withaut connection.

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

City | FPhone Mo | :I
AC ALBANY G 1-866-636-3656 =
ALLEMTOWN 1-86E-B96-365E
ABILENE 1-866-636-3656 LI

“Tour UPS Freight driver will provide a ShipmentlD number if you do not have one.

Click Continue to process shipment without connection
Click Save az Draft to save shipment for future processing
Click Clear to clear the cumrent shipment without saving,
Click Cancel to retum to Shipment Processing.

Save Clear Cancel Help |

23. The Shipment ID Number window appears.

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

¢ Click the OK button.

el b
If yau have a ShipmentlD number for this shipment, enter it
below and click OK.

Click OF. to continue without entering a ShiprentlD number;
wour driver will provide ane and vou may enter it in the shipment
higtary.

Click Cancel ta return to the previous screen.

A Shiprmentl D iz required far this shipment, ou must call bo
obtain a ShiprmentlD.

ShiprentlD Humber:

] LCancel

24. A blank Shipping window appears.

G 180 WorldShip - Administrative Warkstation

=(01x]

Ein Edt Actrgtins Jooks th Do irdow tein

Mol &2 8 ¢ Dog o x B UL

St Te | Shig Fiom | Datibusion | Serice | Dptions | Dl | Meterence |
Cuttoeter It  Update Addwss flook rﬁ_m P =
Cormpuary i Hwom Lo PS Servce Package -
| |eeen =l L, e e
Atk HNead i thav 1000e? n
| Dleclyed Vak
Addaga 1 Flalsience Numbe |
[ T Sishuday Dby
aagres 2 e 3 PSS b
[ [
T | Ciode
Jurited States =1
Lt e Town: Statn/Frovince Tounte BET oo |
[ =l hooe ¥
Telsghone: E ol Addess [~ Wi Retuan Senices WorldShip
1 - 11 Wogh b Stipsart Cost LSO
IIJPM:MFMM liqnouww. Py Sk
00 0.00

(12 '
Shivper Pugile [Peg 4 » RNEW | ¢ - :
— ] | ekl e ] e ||

I Page |
© Copyright 2012, United Parcel Service of America, Inc. All rights reserved. 15
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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)

= =l01x]

1. Press the F3 key on the keyboard, click Shipment B £ Amans Do 165 W s Dots Wron Roecte o
G LN RN N N i —)s
History on the Window menu, or click the LuisTogy I e e T e W
™ Residanss " F'?v‘“ n-clwel x|
button. '—_J&W""" sl | I:::mm - Lll-w Widh  Heigt
Aiterdger = Need 2 there toonae? | Bl
I gmmdvm I'_
i\«q. 1 o i alsrence Humbes |
Adgnes 2 Addeers 3 Fieferance Humber 3
Conardrp/T Pust Code
ETErE | i
ity o Town: State/Province /Tountr 1 o Tox .
lT lt Addeis ) F%:Pﬂ = WorldShi
l&L '_L I Wit Bishan Senvces p
‘lp;ko:«:m jannats Bl e ik ot i
I 00 0.00
S

2. The Shipment History window shows the shipment | | e s o i
under Air Freight. L A R N - —E |
TiackingNosPhg Teketld_ Type
e If you typed the Shipment ID number in the S—
Shipment ID Number window (see step 22 in A b
the process procedure), the number is shown a&fﬂ?{:ﬁ‘““’“
in parenthesis. Select the number and skip to ?P{;"_mmsm;
Step 3. ﬂUPSF.‘e-dvI')SIOJO‘JHL"IL\{

“Vour imvoios may vary hom the dirpleyed 1ate.

© Copyright 2012, United Parcel Service of America, Inc. All rights reserved. 16
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View Shipment History for an Air Freight Shipment

3. The information for the Air Freight shipment
appears on various tabs on the right side of this
window.

Eio gt Actrgtes Jook ol

mf@ﬂmmlxam C:M

e If you did not type the Shipment ID number in '; B denpes T s vee A
the Shipment ID Number window (see step 22 B e TR &Q m >"~ & E I:Lu_l
in the process procedure), the number is not SRR T [ B
i i W, UFS Prbagn n—..ll 5 T
shown in parenthesis. T — uur::%';;m“"" e .:.d":';;«
e Get the number from your UPS driver. B ettt
B A Faeghl
. . . el e RN Shiorent | Detad | Commoriy | Biing ldermtion |
e Type the number in the Shipment ID box on Tl | o e el |
H & 0 W Save
the Shipment tab. ::" e BTN T
bippedAe 3 Palieifs] 0 Loosn.
e Click the Save button. i bl S
Ot | M. | Reforences |
| DeclaedAraused Valae 1o00.L
! 2
Vou invoics may varp liom the dirplaged rates.
|l~|\ur|!‘hl{ Addministrative Worlstation =10 x|

ik BT o Tl o e Shoper - WHDEIT Sk To | Shig From|
[z =l ma | e Fisght
B UFS Prbagn ‘?‘:‘ Jana‘w- Trlephone:
e T Weehdday's P Pickug RN
1B Setuday's Panding Pickup UMEW'“W xm"
5T 25020 - 31T AM
T Ground Freight
B & Firght

B8 =
= () M (w5 Test Shiooar)
]

Shiprmant | Detad | Commadty | Biling intermation |

UPS Sorvieer Nt Dy Al Fresght - Guaranisod F
Shomentil:  [E0A0ITY._ Swve | _l
PehoDate: 275602011

Prces Shgped s 3 Pallesfa) O Loose:
Prodush Sigur Mot Requied

Cr "] el

Opsont | Mine. | References |
| Dackaed traured Valae 10000

&
TelalWt Qillb

HUW1 Appkedt No.

Vour imveice may vary bom the daplayed rater.

© Copyright 2012, United Parcel Service of America, Inc. All rights reserved.
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Process an Air Freight Shipment

Track an Air Freight Shipment outside WorldShip

To view and track an Air Freight shipment outside of WorldShip:

Step Window (if available)

1. Onthe UPS Web Access menu, click View UPS T ——— ]
Freight History. [0 L G, T el 4 E—E
$h“|5!:bhn-|bun if&“ﬁ"ﬁmm brs | Detad | Mederence |
- s s ra T paskan .
Compary ot He e -
=] Lengh widh  Heigh:
mem il BT B
- R — e
v | Ground Frech P e Rubsronce Humber 2
[ LS M Iy staons Home Page
Countrg/T
|t|:;nd‘s-.m =l K ) e
oo Towen: tale/Pronce Tounty. T ot T
lT l: Addaa: - I%r::w = WorldShi
envices P
ST E— Bl Shipsard Cost U50) !
#ﬁwm liulouubu. Pockaw  Siomart
[ 00 0.00
Fow Pells F wlar v | WFENEW | een Shoman
= | e |

" P Worldshin

2. The View Freight History page appears.

B UPSWgb Access Window  Help

B | o

Shipping
& WoridShip Customar oy UDS | | Address Book
Shiping
+Lreae a Shinmunt & :
e Create a Shipment

[Packagn || Fraiqht | [intarmattonal Foms:
View Fraight History Hulpm

Lis this histary 10 view and frack prévious fresght shipmonts

There have ben 0o Freight shipments within the past 90 days for this usor.

Download, View and Print

Adobe Raader

¥
7k
%3
i
4 3
IE
1
2
z
g
Z
H
1
g
<3

e iooaw [ [
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Process an Air Freight Shipment

Add Air Freight Commodities using Commodity Editor

You must add your commodity information into WorldShip using the Commodity Editor before you can search for

Air Freight commodities during shipment processing.

To add Air Freight commodities using the Commodity Editor:

Step Window (if available)
1. On the Tools menu, point to Commodity Editor and | | S st
click Freight. [ L ¢ T
R ool
S | M i Pk ok
Cugtom Labasl Editor.
—
—
Adgess 2 nm&mrm
Conantrp/T s
|Urited Stanen Tooky Lo
[k on Towr: Tiks Qrcler Ecitir. o
Tk Scbmchide Eclior 1
Talsghons: Rengseots G9ocs 4] rees WorldShip
JP;m:«:M ;’W_“w“'z;@m —m Shapment Cost {USD]
' - 0.00
R A
oo Pose [ sl o e | - - |
(mmsmes [ ¥ | e |
Wous irrvaace may vady hiom the dplayed 1ates.
2. The Freight Commodity Editor window appears. e A
i~ Commodity Common Data Add New Enmmnd\ly[ !
Under Commodity Common Data: BT
[3inch Drill Set | blodity Commadiy |
¢ Inthe Description box, type a description of the Fackagia Type Unkt Weigh Tolsl Wit |
i p i yp p Icmlamer j |5 b = o Delete Commadity
commodity or click the down arrow and select
an existing description for the commodity. ™ HAZHAT Mangeous Goods _ Gewsivae |
¢ Inthe Packaging Type box, click the down [ e Freant Connedt bomers |
. . . Ereight Claszs: MHHFC: Sub: ~
arrow and select an existing packaging type for I ’ 3 T —
the commodity. " |
. . . r— Air Freight Commodil i
e Inthe Unit Weight box, type the weight for the Lo i et wb |
commodity. 5 3 : .
e Inthe Total Weight box, type the total weight
for the commodity.
e Select the HAZMAT/Dangerous Goods check
box if the commaodity is classified as a
HAZMAT/Dangerous Good.
© Copyright 2012, United Parcel Service of America, Inc. All rights reserved. 19
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Process an Air Freight Shipment

Under Air Freight Commodity:
¢ Inthe Length box, type the largest dimension.

e |n the Width box, type the second largest
dimension.

¢ In the Height box, type the third largest
dimension.

e Click the Add New Commodity button.

3. A blank Freight Commodity Editor window appears. | (S maEE=s 2
e Repeat step 2 as needed. [t Zommeneta
. | = Moty Cormediy |
e Click the Close button.
Packaging Tupe: Unit 'weight: Total'weight: Delete Commodiy
IPackaga ﬂ I b b —I_
I~ HAZMAT /Dangercus Goods GemfDaa |
i~ Ground Freight Commadit
Freight Cless NMFC Sub e |
I = -
i~ &ir Freight Commaodi B %_I
Length: Safidth Height: Help I
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