UPS Online Internet Ship 3.0 User Guide

Table of Contents

I. Getting Started…………………………2

II. Registration……………………..………2

III. Shipping…………………………………5

IV. Supply Ordering………………………..9

V. Drop-Off Locations……………………12

VI. Frequently Asked Questions…………14

Internet Ship 3.0 

I. Getting Started

1. Click on your web browser icon

2. In the address box, type in www.ups.com
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3. Point and click on Log In To My UPS.COM
II. Registration

1. If you are not currently a registered user, will need to follow the steps 2 – 11 to Register.  If you are currently a registered user, go to Shipping.
2. In the Log In screen point and click on Register Now.
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3. This will bring up the Registration Screen
4. Key enter your information (all fields with bold text must be populated), then point and click on Register
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5. A second Registration Screen will appear

[image: image6.png]A UPS Home Page

| Hle Edt View Favoies Ioos Heb

icrosoft Intemet Explorer provided by United Parcel Service

send |

MEIE

Global Regions.

Lt AR EIGA AR AN
oo ensriaraicn

L

“ UPS Posts Sofid dth
Quarter Besults

 UPS to A squire First Intl.
Bancorp

5 UPS to Acquire Fiitz
Companies

5 UPS Gets Final OK for
China Flights

) Business Solutions

5 Global Logistics Expestise

5 UPS OnlLine Compatible
Vendors

[

TRAGITTINE  PIOKUP DR

Introducing UPS Signature Tracking™

x U< /ZMM
RREESRANSTANE - 7o/ /<

plus other valuable tracking enhancements...
Lear More Now B

Racing.UPS.com

Getin the fastlane for all

the UPS Racing action!

UPS Weh Sites

5 UPS Investos Relations
5 UPS snd the Communit

5 UPS Employment Oppostunities
5 UPS Strategic Enterprise Fund
5 UPS Logisties Group.

5 UPS Racing

5 UPS Document Exchange
5 UPS snd E-Commerce

5 UPS Capitel

5 UPS Ouest for China

5 UPS e-Ventures

Track | Ship | Rates | Transit Time | Pickup | Drop-off| Supplies | Service Guide |

MNosth America| Asia Pacific| Europe | Latin America/Caribbesn| Middle

East/Afiics

Copyright © 19942001 Urited Pasce Service of Americs, Inc

J S <] Q 3 [ A w 2

sk T St Roish Wme  Scach Faies Hiey MOl P Ed  Dimss Redeom

| cess [ /v ups comd =] 6o [|Like 7
%ED ”%n EBusiness | Customer Service | About UPS | _Sike Guide
oM o O W e r

&7 Shortout to waw racing ups com

[ B3 oot




[image: image7.png]A UPS Terms and Conditions

I

rosoft Interet Explorer pros

P Send|

MEIE

Q )

Seach Favortes History

B

Ml

J<:.

Back  Fousd  Stop  Refiesh  Home

Piin

W
i

. B @

Discuss_Realcom

[ Aceees €1 o 7w s comups s clss

BT

shall automatically renew for faus (4) successive one (1) year tems unless earier terminated
in accordance with this Agreement.

14. TERMINATION

UBS may terminate this Agreement or your access to the Application ot any time, in s sole
discretion. This Agreement shall automatically terminate i you do not use the Application
1o generate a label For a period of 130 consecutive days. Upon termination, you will e
cequited o 1o-register as a user of the Application and enter into a new UPS Internst
Shipping™ Agreement to tesums use of the Application. UPS's sight to enforce the
pravisions of this Agreement shall survive termination of this Agreement,

15. SHIP NOTIFICATION

The Application provides you with the sbilty to send a message via slectzonic mailto the
cecipient of the package. Although UPS currently provides this service fee of charge, UPS
ceserves the right to assess charges for this service in the future, UPS may discontinve the
service at any time. You agree to use the service salely to communicate information related
12 the shipment. In no event shall UPS be fiable for any fallure o delay in the transmission
o receipt of the message.

E3E  Home| Track| Ship | Rates| Transit Time | Pickup | Drop-off| Supplies | Service Cuide

Copyright © 1994-2001 United Pascel Service of America, Inc.
A1l Rights Reserved. 36 USC 380. Trademark and TerifFInformation

TS 03.00.38

& bore

[ [B 25 Local inranet




[image: image8.png]A UPS Terms and Conditions - Microsoft Internet Explorer proy

MEIE

I P Send|
J & Q 3 B w o 2
Back | fou0 | Sop  Refeh  Home | Seach Fawomes Moy | Mal P (o Diss Resleom
| dtess [&3 o 7w ups comups i class =] @60 [|iks >
e~

DO T | sHIp TRMSITTIME  PIOKUP 0RO surpLIES
SHIPPING | WISTORY | Supvorr | HELr

RS Tnftemriet SIRTARITE sareamment =

UPS Internet Shipping Agreement
United Parcel Service

This agreement (the * Agreement”) deseribes the terms and conditions pursuant to which
you, for good and valuable consideration the receipt and sufficiency of which ate
acknowledged, are permitted by United Parcel Service and is affliates ("UPS™ to access
the UPS Intemet Shipping Application (the " Application”) to generate labels to be used
salely by you for shipments tendered by you ta UPS for delvery.

By clicking the "Accept” hutton below, you agree fo he legally hound by the ferms and
conditions of this Agreement. I you do not wish to accept the tems and conditions of this
.greement, click the "Decline” button below or retum to the MYUPS.COM homepage.

1.USE OF INFORMATION

You hereby consent to and agree that any Registration Data and certain other information.
about you that you provide to UPS may be used by UPS for purpases of this Agreement
and the UPS Infernet Shipping service. Your data i otherwise subject to the UPS Privacy
Policy. Far more information, please see our full privacy policy at

bittp: /o ups comishoutigsivacy bind

2. USE OF APPLICATION

Vou agree that any shipment you make ilizing the Application is subject to and governed
oy the UPS Terms end Condifions of Casiage , the IPS Service Guide and the UPS Terms
and Conditions current at the time of shipment which are incorporated into this Agreement

&) Dore. [ B & Cocalmranet





[image: image9.png]I

P Send|

MEIE

J<:.

Back oy Sop

Refiesh _Home

Q )

Seach Favortes History

B W

Mal Pt Edl

. B @

Discuss_Realcom

[ Aceees €1 o 7w s comups s clss

BT

==

] VIEW) MYUPS COM

Service Guide

w5

Tk | shIp
SHPPING |t

E

ShipTo @)

Reqired filds are shown inbeld
*toqpived for international destinations
Address Baok

Not Available 7]
Company or Name.

e

*Contact Name

 —

Street Address

™ Residential Address

Other

Selectfor US/Canada 7]

Postal Code
Count

United States <
*Phone

‘ g

Busines: | Customer Service | About US| Site Guide

g QO®men

RATES  TRANSITTE  PIDQUP  DROP-OFF  SUPPLIES
| suproRT | vl

Shigper Edit

[Randy Lagrimini

Enson Supply Corp
3 Chy

Houston, TX77002
Ship From Bl
Honston, TX 77002

Leam mre about
(SexPrereRENces NowJor 1127757 ey

&

[ [B 25 Local inranet




6. Key enter a User ID of your choice and a Password (twice to confirm)

7. Select your verification question and enter your response

8. Then point and click on Accept
9. Congratulations, the Registration process is now complete

10. You are now ready to log In

11. Click Log In
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III. Shipping

1. Registered Users continue to next step
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Type in your User ID and Password
3. Point and click on Log In
4. Point and click Yes to the Security Alert which will appears.
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h

Notice that the Log In to My UPS.COM changes to View My UPS.COM

5. Point and click the Ship button
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6. Then the UPS Internet Shipping Agreement will appear 
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HOUSTON TX, 77002 )
Letter 1ISLOUISIANA — S00PM LBILPICK: 025 miles
Center 1415 LOUISIANA UPS
HOUSTON TX, 77002 (1-800-742-
3277)

Show Next 5 Locations
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Drop-off Locator

) You are here: 333 Clay St Houston, TX 77002-4000

Moty

Note: Locations and hours of operation may change periodically. Packages prepared using UPS Infernat
Shipping are accepted free of charge af UPS Drop-qff bores, UPS Customer Counters and the following.
Authorized Shipping Cutlets: Neighborhood Fostal Centers®, Gffce Depof®, Packaging Store®, FakMail®,
Parcel Plus® Fostal drmer®, and Fostiet®. For all other locations please call fo confirm acceptance of UFS
Infernet Shipping packages and hours of operation.
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7. Upon reading the agreement, point and click on Accept
8. Point and click on Set Preference Now
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Internet Shipping - Labels & Pouches

Trem Number  Description Quantity

171604 Address Pouch

e A seathiough protective pouch thet adhersstoa [ Pisce(9)
package for shippers to display plain paper address

Iabels.

65X 10"

01774006 Direct Thermal Lahel 4 x6” Roll

Foruge with MoxShip, UFS OnLine Profossionsl, [ Rl

UPS OrlLine Office or UPS OnlLine WarldShip (320 perRal)
sibbonless printers, print barcoded address labels, =,
o1875614 Intermational Waghill Pouch
A teseatable plastic povch that holds | . C]

documentation requited for international shipments.
Peel-off backing for easy application.
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9. Select the default service you desire (NDA, 2DA,etc…)

10. Select the default packaging you desire (UPS Letter, UPS Tube, etc…)

11. Select UPS account as your Method of Payment  

12. On the next line, enter your UPS Account Number (726110), Description (Enron Supply Corp)and Postal Code (77002) 


13. Scroll down and set Pickup Request Times (Ready at 5:00p/ Pickup at 5:30p)

14. In the Reference Numbers section, type in your Company Code in the Reference # 1 field and type in your R C code in the Reference # 2 field. (this will automatically populate these numbers into the shipping screens)

15. Scroll down to Printing and select Print Receipt 

16. Scroll down and click on Automatically save new addresses to My Address Book 

17. Point and click on UPDATE
18. Now you are ready to ship

Notice that the Set Preference Now has change to Ship Now.


19. Enter the Address information 

20. At this point, you are ready to proceed to Ship Now, Review Shipment or go to the Shipping option.

IV. Supply Ordering

1. After you have logged in to MY UPS.COM, point and click on Supplies 

2. The Ship To Information screen appears, verify that the address is where you want the supplies to be delivered.  If this information is correct, click Continue.  If not, then correct the address and then click Continue. 
3. Next, the Supplies Menu will appear.  Select Label & Pouches under Internet Shipping.  Then click on Select.

4. Under Internet Shipping – Labels & Pouches, enter your quantity in the Quantity box.  Then click Add/View Order

5. The Verify Order screen will appear.  If you are satisfied with your selection, click Submit Order

6. Congratulation, after the Confirmation screen appears, the Supply Ordering process is complete.  If you have any question about your order call, Customer Service at 1-800-PICK-UPS.


II.  Drop-Off Locators

1. After you have log in to MY UPS.COM, point and click the DROP-OFF button
2. The Drop-off Locator screen appears.  Verify that location is correct. To find the nearest drop-off location, click Search Locations. If this is not your location, click on the Clear All Fields and input the correct information.

3. At the Drop-off Locator screen, you will see the closest drop-off points in reference to the your location.  The points are number 1-5 from near to far.  The Show Next 5 Locations button, will give you 5 more locations.  The information received will give you the Location Type, Name /Address, Weekday latest Drop-off Time/Operational Hours, Phone Number and the Distance.

VI. Frequently Asked Questions

Does UPS ship overnight packages?

Yes, UPS delivers the following air products:

UPS Next Day Air Early A.M. 8:00/8:30 a.m. to selected Zip Codes

UPS Next Day Air - guaranteed by 10:30 a.m.

UPS Next Day Air Saver -guaranteed by 10:30 a.m.

UPS 2nd Day Air A.M.-guaranteed by 12:00 p.m.

UPS 2nd Day Air - guaranteed by end of second day

UPS 3 Day Select - guaranteed by end of third day

UPS International Service- World Wide Express Plus, by 8:30 a.m. to select cities in Europe

UPS World Wide Express - delivery by second business day

How do I process my packages?

 You can process your packages via the Internet by going to the UPS.com web page. 

Select UPS on your shipping ticket; take package to mailroom.

Complete Air Shipping Document (Internet process preferred over this method).

How do I track my packages?

Internet: Go to ups.com web page; click on the "track" icon. Enter tracking number to get response.

 Or

Contact Preferred Customer Associate: Verna Molandes is the UPS (PCA) dedicated the Enron account. 

 Houston 281-847-6769 Outside of Houston 800-432-2877 

Where can I drop off my packages?

You can drop off your packages in the mailroom at 1400 Smith.

Or

Within the 333 Clay building, UPS picks up on the 

  5th floor 5:30 p.m.

  18th floor 5:30 p.m.

  32nd floor 5:30 p.m.

Go to ups.com web page and select "drop off locator"

  Enter your current location (address and zip code).

  Select your nearest drop off point.  

How do I obtain supplies?

Pick up supplies from mailroom 1400 Smith

Call Preferred Customer Associate (PCA) 281-847-6769

Outside of Houston 800 432-2877

Go to ups.com web page and click on "supplies" icon. 

What is the latest time I can drop off my packages?

The pick-up time at the 1400 Smith building is 6:00 p.m.

The Clay building pick-up time is 5:30 p.m. on the 5th, 18th, 32nd floors.

The Bank One building on the corner of Walker and Milam is open until 9:00 p.m.

Call 1-800-pick-ups (742-5877) by 5:00 p.m. for a pick-up by 6:00 p.m.
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