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Getting Started

This section describes how to get started with ShipExec Thin Client.

Related Topics
Managing User Login

e Logging on to ShipExec

e Requesting Password Reset

e Changing your Password
Managing Shipping using Standard Template

e Creating New Shipment

e History
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Managing User Login

This section describes how to manage your user login experience.

Related Topics
Logging on to ShipExec

Requesting Password Reset

Changing your Password

Main Page
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Logging on to the Thin Client

This section describes how to log on to ShipExec : https://thinclient.shipexec.com/Account/Login

Login

Email

Register User

Copyright @ 2020 UPS Professional Services, Inc. All nights reserved
ShipExec™ Thin Client 2.1.20181.3

1. Type your email ID in the Email ID box and click Next

Login

Email

Register User

Mext
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https://thinclient.shipexec.com/Account/Login

2. Key in the default password “Ws!@_123" and click login

Enter Password

« mchoy@wsgc.com

‘ IPassword ‘

Forgot Password?

3. Change the default password to one of your own choice and click Change Password (Password
must be at least 8 characters long and include special characters (e.g. @, #, etc), numerals (0, 1, 2,
3....), Capital and small letters)

Change Password

Current Pagsword

MNew Password

Confirm new password

Change Password
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4. Click Continue. The ShipExec home page displays.

.S hi p Shipping ~  History  End of Day ~ @ Hello mchoy@wsgc.com!  Log off

Password changed successfully!

Your password has been changed, Click here to Continue. . .

s

Related Topics

Requesting Password Reset

Changing your Password

Main Page
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Requesting Password Reset

This section describes how to request a password reset in case you have forgotten your password.

1. Type your email ID in the Email ID box and click Next

Login

Email
Reqister User

Mext

2. Click the Forgot Password? link.

Enter Password

< mchoy@wsgc.com

‘ IPassword

Forgot Password?

3. ShipExec displays the Forgot Password dialog box.

Forgot Password?

Email Address

Email Link
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4. Type your email address in the Email Address box.

5. Click Email Link. ShipExec displays a Forgot Password Confirmation message.

. S hi p Shippang - History End OFf Day -

Forgot Password Confirmation.

Flease check your email to reset your password

6. Check your email for the temporary password. (If you do not receive the email in your Inbox, be
sure to check your Junk folder.)

7. Log on again using your email address and temporary password.

*Note: it could take a while before the password reset would be sent out to your email.

Related Topics

Logging on to ShipExec

Changing your Password

Main Page
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Changing your Password

This section describes how to change your password.

1. Log on to ShipExec.

Welcome to the ShipExec™ Thin Client Home Page

2. On the ShipExec home page, click your username in the upper right corner. ShipExec displays

the Manage page.

Misiry  End O Dy -

Manage.

Changa your accoumnt seltings

Paswword
Two-Factor Tl
Authenticaticn:

3. Click Change Password. ShipExec displays the Change Password form.

. Ship Shippang - History End Of Day -

Change Password.

Change Password Form

Current password
New password

Confirm new password

Change password

N o o &

Click Change password.

Type your current password in the Current password box.
Type your new password in the New password box.

Type your new password again in the Confirm new password box.
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Related Topics

Logging on to ShipExec

Requesting Password Reset

Main Page
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Managing Shipping using Standard Template

This section describes how to manage your shipments using the standard template.

Related Topics
Creating New Shipment

History

Main Page
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Creating New Shipment

1.

Ship To Picku

Q
Enter Ship To Code

Company *

Attention *

City*

State *

Zip*

Country or Territory
Phone

Phone

| mptute Vruioe: 3.8

Scan Ship

Batch Manager
Create a Batch

Address Book
Distribution List

On the Shipping tab, click Shipping and Rating.

General

Shipment Information

Monetary Value
Description Of Goods

O o of No C ial Value

Package Information

Package Number 1w «1 83

Packaging Customer Packaging
Weight LB

Dimension L X x H In

PO/ comments
Goods

Add Commodity

No commodities added

2. Enter Ship-to Code and click on the magnifying class (refer to the print screen).

Note: Destination/Recipient details would automatically pop up.

Shap Ta Packup From

Ship Te Pickisp From

a =
Enter gm\j ayney] Enter $hip To Code syeiney.E
Company* | | - Cespary * | Willams-Sonama inc |
Adtmntion I_ J Astentsn * | WS SYDHEY |
City * | | City * | HEW sOUTHWALES |
State | | State * | au |
Zps | | Zip* [ 2178 |
gy | <] oty oty [ <]

Phone Phane
Phone Phane £1-403-367-783

11

Ver150720




3. Click on the Pickup From tab

Create a Shipment

Address Information

Ship To Pickup From

4. Key in your User ID and click on the magnifying glass

Ship To Pickuip From Ship To Pickup From

=1 *—._._____-_-‘ Q
Eriler Year Usar 1D djhnson - Enber ¥our User D djghnsan

Ackdress Inbommation Adcress Information

‘Compasry Hame Company Name Williams-Sonoma Inc

Atherdion * | | AiEngon * | Store Manager
Emai Phone Emad Phone

Phone Phone

5. “General” Column

" Shioping ~ is =
. -S h | p hipping History End of Day

Create a Shipment \

Address Information General

- Shipping Information

e Currency defaults as “USD” only.

General

Shipment Information

Monetary Value
Description OFf Goods

[] Documents of No Commercial Valus

12

Ver150720




- Package Information
o Add Package Number as necessary
e Please select UOM “KG” for shipment to Australia or UK

¢ Please select UOM “LBS” for shipment to any other countries

Package Information

Package Number 1 LY of 1 m
Packaging Customer Packaging
Weight LB
Dimension L % ¥ H In
PO/ comments

Goods

- Click Add Commodity

General

Shipment Information

Monetary Value
Description Of Goods

[] Documents of Mo Commercial Value

Package Information

Package Number 1 b of 1 m

Packaging Customer Packaging
Weight LE
Dimension L ¥ ¥ H In
PO | comments

Goods

Add Commodity *___

Mo commodities added
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Pop-up Window appears

Enter Unit Weight and select UOM

Enter Quantity Shipped and select UOM

Enter Unit Value

Enter Description of Goods (no limit on number of characters here; Users are
required to use the auto-generated invoice and labels for shipment purpose,
please key in product description here).=> refer to page for the screen shot.

Enter Origin Country

Add/Edit Commodity

General

Export Quantity License Origin Manufacture Address

Product Code

Unit Weight

NAFTA

GQuantity

| Piece

Unit Value

| usD

Description

Commodity Condition

Origin Country

Origin Description

Restricted Article Documents Methods

DDTC

Click “Continue”

Add Commodity

Code Description Quantity Unit Value Action
test 1PC 10.00 USD Go
5 10 15 | 20
14
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6. Shipment Receipt appears via Pop-up Window

z Previous Pa':kage #1 Print All Package Documents 2
z Previous Document #1: Shipment REL‘EiDt Mext = Print All Documents ¥
Page #1 Print Document 2y

ShipFyac'™ Shipmer Rexeinpt

Tranzesdan Takss anvay Lk SR

Athes | feneslen

W S e WLLIERYS Sudias Wl S
R C1] Ry N THE EXCHAMTE ELILDINED LT CHlE MRC 8N T
HLY ST WAL S B 2 hs LI T I T LA P [ RETR T IR LIER

Eliaeal R iemal i

Lxrpiy W G D IGSaeup ]

Feraja il maias

My, Tivaing b “sbar i Ty Purwld Rlabew sl vl
1 1Z354¢ FHRBICINEG e morcr Packagig 1.0 12 [

Elll-g I v'or—clior
Pagarwn]od Tiarwws slia Suspu: T
Tedal Al Gumenzlzs v JEC

0T
1 MDA EalH e 1 TH R IH AL G2 ALk SR 1 1 o0l HEfl e Ll

1= ek 4 melomer memana rapesss e ve, oxl
Taradond 50 ots,

1-‘&I4‘QI-J.II'Sr=rdm|..J Seeiiza ol 1420722 TR0E

R CTRNTI ) TR T

R B I e B B IR R PP PP TR R TR T |

Mezpors by o o o Llg-ayye
NS0 9zl il i rereel s bt wala * 2 d 25 azpe ekl T the LSE shpad g Sesiomwse, Txaliper oaness Pl
R Tl e o AT W] VARG T I TSR [T T el e ST weinh s s e neh e sl R e e
I TR S T H O o B YL N R DY PR ENE R A NE SR | )1
Fisms R proh B UsS 19 571N 0D parkanes wih |y PO A Jne e by PGS
arl el TR0 el Lam 0T e .1m.|.-\.f [IFE RS ) » EIE Heblls e peche e

Ihin A ceihe ahar dalvary

ax

15
Ver150720



7. Click “Next” for Commercial Invoice (please check description of Good, especially if description

is long).

COMMERCIAL INVOICE Fage 1

FROM

Tax IDAAT Mo
Contact Name

Shipmeant IC:

ALD 1 BN

FRE
B Expoding Camier.  1UF3
Ind nvoics Mo USB0
Fhar 154 Cata: 7714520
PO Mo WE Malnut reak | 4 =W
Terme of Sake|Ircaten)
Reason for Export
SHP TQ SOLD TO INFORMATICON
Tam IDAVAT Mo T IDPAVAT Mo
Contaed Name Coitact Mame
Slors Manags: Sama as Ship T
wWillliz 3 Ing
g 1 a B
Waln B B4 51 1
i L
Ehans 1
it FH Dewer 1 g Harn. I L
Eien M rapsrba ol Sai TS ET B 300
11 ye b
s &
tE6 acan and
fa=y forecasl (ron Moody's
Analytics ainil Tanenia ecalonebr
wil, wh 5 gedated monthly.,
R he purchmesd on e
ne-time or subacriptlen basis,
Addibional Cammants
Daclaration Statement Wusice Ling Tobs:
CiscoumtFabate
rvaica Su-Total 5
Freighi: 1.
Insurance i
g
Total Irvoice Armounl 50,
Tofal Humbar of Fackages
Shi ppey Ll Total Wiagnh
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8. Print All Package Documents at the top right-hand corner

Package #1 Next»  Print All Package Documents =4

Document #1: Shipment Receipt Next » Print All Documents =4

9. Click Previous or Next if you want to view the shipping documents that have been generated
prior to printing

« Previous Package #2 Mexts Print All Package Documents =4

& [Ere Document #1: UPS Maxicode Shipment Label - Standard Next » Print All Documents 1

Related Topics

History
Main Page
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History

This topic describes how to display your shipment history, void and re-print the shipping documents
created in this platform.

1. Click on “History” tab

Shioging « ]
.Ship Shipping ~  History  End of Day

Welcome to the ShipExec™ Thin Client Home Page

System Notifications Company Notifications

No Company nofifications to display
Importing Your Personal Address Book

Click here for instructions on importing your personal address book.

2. You can select any Date and Reports that you want to view

.S hi p Shipping ~ History End of Day ~ @ Hello mchoy@wsgc.com! Log off
Histony

Click here for the
dropdown list of reports
Global Shipper Consignee Ship Rated

Action MSN Tracking Number Reference Reference Date Weight Weight Dimension

Start Ship Date 2020-07-05

End Ship Date 2020-07-07

- Click on Export to view the report in Excel Format

. S hi P Shipping ~ History End of Day ~ english-United States W @ Hello mchoy@wsgc.com! Log off

History Uparade Report ~ Export
View reportin Excel
Start Ship Date 2020-07-05 L] Tracking Number Email Ship Date Default Service Selected Service Justification Action
End Ship Date m oo 2 1Z33A17X8830000209  mchoy@wsgccom  2020-07-07 UPS Expedited (CSAdapter) Qaoa

3. Click a to view the last package details.

Tracking Number Email Ship Date Service Charge Action
1Z33A17XER30000094 mchoy@wsge.com 2020-07-05 UPS Expedited (CSAdapter) 5419 AUD LS < I
1Z33A17X3530000085 mchoy@@wsge.com 2020-07-05 UPS Expedited (CSAdapter) 560.7 AUD Qs

10 | 25 | 50 | 100

4. Click B3 to delete any shipment.

Tracking Number Email Ship Date Service Charge Action
1233A17X5830000094 mchoy@wsgc.com 2020-07-05 UPS Expedited (CSAdapter) 541.9 AUD QoA
1Z33A17X8530000085 mchoy@wsgc.com 2020-07-05 UPS Expedited (CSAdapter) 560.7 AUD Q oA
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5. Click = to print the shipment label

Tracking Number = Email Ship Date = Service = Charge = Action
1Z33A17X5330000094 mchoy@wsge.com 2020-07-05 UPS Expedited (CSAdapter) 541.9 AUD Qo0&
1Z33417XB530000085 mchoy@wsge.com 2020-07-05 UPS Expedited (CSAdapter) 560.7 AUD Qo &

{1025 s 100

Related Topics
Creating New Shipment

Main Page
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