
 

UPS Portal Training Guide 
Creating Shipments in UPS WorldShip / UPS CampusShip 

Department: Order Desk 
System: UPS Shipping Portal 
Audience: New Employees 
Training Level: Beginner 

Before You Begin 
Before creating a UPS shipment, ensure the following information is available: 

Customer Information 
 Customer Name 
 Company Name 
 Delivery Address 
 City 
 Province / State 
 Postal Code 
 Country 
 Phone Number 

Shipment Information 
 Number of Packages 
 Weight 
 Dimensions (if required) 
 Service Type 

Business Central Information 
 Released Sales Order 
 Warehouse Shipment Created 
 Shipment Packed and Ready 



 

Logging Into UPS 
Step 1 

Open the UPS Shipping Portal. 

Example: 

UPS CampusShip 
UPS WorldShip 
UPS Online Shipping 

Enter: 

 Username 
 Password 

Click: 

Continue 

 



 

Creating a New Shipment 
Step 2 

Select: 

Create Shipment 

or 

Ship a Package 

depending on your UPS system. 

 

Enter Ship From Information 
Step 3 

Verify sender information. 

Normally this will automatically populate: 

FAM Powder Coating Ltd. 

Verify: 

 Address 
 Phone Number 
 Postal Code 

Click: 

Next 



 

 

Enter Customer Information 
Step 4 

Complete the delivery address. 

Required Fields: 

Company Name 

Example: 



 

ABC Manufacturing Ltd. 

Contact Name 

Example: 

John Smith 

Address 

Example: 

123 Industrial Road 

City 

Example: 

Toronto 

Province 

Example: 

Ontario 

Postal Code 

Example: 

M1M 1M1 

Country 

Example: 

Canada 

Phone Number 

Example: 

416-555-1234 

Verify carefully. 

Incorrect addresses cause delays and additional charges. 



 

Enter Package Information 
Step 5 

Complete package details. 

Number of Packages 

Example: 

3 Packages 

Weight 

Example: 

150 KG 

or 

330 LB 

depending on UPS settings. 

Dimensions 

If required enter: 

 Length 
 Width 
 Height 

Example: 

48 x 40 x 42 



 

Select UPS Service 
Step 6 

Select the appropriate service. 

Common Services: 

UPS Standard 

Used for most Canadian shipments. 



 

UPS Expedited 

Faster service with brokerage included. 

UPS Express 

Urgent shipments. 

UPS Saver 

Priority delivery service. 

Select the service approved by the customer. 



 

Additional Shipping Options 
Step 7 

If required, configure: 

Signature Required 

Used for high-value shipments. 

Residential Delivery 

Used for residential customers. 



 

Saturday Delivery 

When requested by customer. 

Reference Numbers 

Enter: 

 Sales Order Number 
 Customer PO Number 

when required. 

Review Shipment 
Step 8 

Verify: 

✓ Customer Name 

✓ Delivery Address 

✓ Package Count 

✓ Weight 

✓ UPS Service 

✓ Shipping Charges 

Review carefully before submitting. 

Process Shipment 
Step 9 

Click: 

Ship 

UPS generates: 

 Shipment Confirmation 
 Tracking Number 
 Shipping Label 



 

Tracking Number 
Step 10 

UPS generates a tracking number. 

Example: 

1Z999AA10123456784 

Record this number immediately. 

This number is required for: 

 Customer Service 
 Shipment Tracking 
 Business Central Updates 

Printing Labels 
Step 11 

Print: 

Shipping Labels 

Attach labels securely to packages. 

Verify: 

✓ Correct shipment 

✓ Correct destination 

✓ Labels readable 



 

 

Updating Business Central 
After shipment creation: 

Open the Sales Order. 

Tracking Number Field 

Enter the UPS tracking number into: 

Tracking Number 

Example: 

1Z999AA10123456784 

Courier Price - FPC 

Enter the UPS shipping charge into: 

Courier Price - FPC 

Example: 

$48.75 



 

These fields must always be completed. 

 

Internal FAM Shipping Policy 
Daily Cutoff 

Warehouse Shipments should be created before: 

4:00 PM 

Reason: 

 UPS pickups normally occur before 4:00 PM. 
 Warehouse prepares the next day’s shipment schedule beginning at 8:00 AM. 

Late shipments may not leave until the next business day. 

Common Errors 
Incorrect Address 

Results in delivery delays. 

Wrong Weight 

Causes billing adjustments. 

Missing Tracking Number 

Prevents shipment visibility. 



 

Missing Courier Price - FPC 

Creates inaccurate freight reporting. 

Incorrect Service Selection 

May increase shipping cost. 

Best Practices 
✓ Verify customer address before shipping 

✓ Verify package count 

✓ Verify weight 

✓ Select correct UPS service 

✓ Enter Tracking Number immediately 

✓ Enter Courier Price - FPC immediately 

✓ Print labels before pickup 

✓ Complete shipments before 4:00 PM whenever possible 

Knowledge Check 
1. Which UPS service is commonly used for standard Canadian shipments? 

2. Which field stores the UPS tracking number in Business Central? 

3. Which field stores the shipping cost in Business Central? 

4. Why should Warehouse Shipments be created before 4:00 PM? 

5. What should be verified before processing a shipment? 


