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Introduction

The ShipExec New Site Configuration Quick Start Guide is intended for system, enterprise and
company administrators. You must have a role other than user to access the site. This quick start
guide describes a basic site configuration. If you need in-depth site configuration, refer to your
ShipExec Management Studio User Guide.

Logging on to Management Studio

1. Click the ShipExec Management Studio URL link sent to you by your company administrator.
The Management Studio Login page displays.

Lagin

User Mame

MNext

2. Type your email ID in the Email ID box.
3. Click Next.

Enter Password

¢« admin@ups.com

Forgot Password?

4. Type your password in the Password box.
5. ClickLog In.




Adding a New Shipper

This topic describes how to add a new shipper to an existing company. You must have a shipper in
order to configure adapters and perform any shipping functions. You will need a shipper for every
account from which you will be shipping.

Note: Upon logging on, enterprise and system administrators are presented with a list of com-
panies to choose from. Company administrators do not have this privilege.

1. Onthe ShipExec Management Studio home page, click Companies. The Companies page
displays.

ShipExec™ Management Studio

General Companies Clients Notifications

#+ Add Company 3 Import Company

Q 10 25 50 All
Name
Test1 Go2
WXY Inc @i‘ 2

CVS to ShipExec

s
=]
In

Previous | 1 n Next Showing 11 to 14 of 14 entries

2. Click the @ icon for the company to which you want to add a shipper. The Company Inform-
ation page displays.

ShipExec™ Management Studio

Companies | WXY Inc

General Adapters Routes~  Scales=  Printing~  Business Rules~  Custom Templates  Data Management~  Profiles ~ Machines  Sites

— Company Information

Id c79c5f76-8988-4ebd-8496 | BN

Name WXY Inc.
Symbol WXYINC.
License ID 16535
Active Profile John Smith Inc v
$80 Protocol MNone v




3. Clickthe Shippers tab. The Company page displays.

ShipExec™ Management Studio

Companies ' WXY Inc.

General  Shippers  Adapters  Routes~  Scales»  Printing~  Business Rules~  Custom Templates  Data Management~  Profiles
‘ = Add Shipper '
Filter Results Q

No records found.

4. Click Add Shipper. The Add/Update Shipper page displays.



Add/ Update Shipper

— Shipper J Shipper/Account. This is the name that
% displays in the application.
Name Distribution Canter
Symbol oc
Unique ID used to designate this address. Symbol
Company John Smith inc is the name business rules use to specify to the

shipper.

Contact

Address 1 123 Main &t

Address 2

Address 3

City Aflanta

State/Province GA

Postal Code 30303

Country/ Territory United States v

Phone 4045551212

Email Address johndoe@ups.com

— Optional |

If you are adding a shipper and want to restrict
ste ' the shipper to a specific site that is not et

available in the drop-down list, you can update
‘this shipper later when the site is available, and

restrict the shipper to that site.
X Cancel

Note: Name and Symbol are the only required fields.

5. Complete the Name and Symbol boxes.
6. Click Save.



Configuring a UPS Adapter Registration

This topic describes how to configure the UPS Adapter for a new shipper. The UPS Adapter
provides a simple way of connecting to the UPS Shipping API. The UPS Adapter is set up based on
your shipping requirements.

Note: Upon logging on, enterprise and system administrators are presented with a list of com-
panies to choose from. Company administrators do not have this privilege.

1. Onthe ShipExec Management Studio home page, click Companies. The Companies page
displays.

ShipExec™ Management Studio

Genera Companies  Clients Notifications

+ i

Q 10 25 50 Al
Name

Test1 GE2
WXY Inc @f 2
CVS to ShipExec GE2

Previous 1 n Next Showing 11 to 14 of 14 entries

2. Click the @ icon for the company to which you want to add a UPS Adapter. The Company
Information page displays.

ShipExec™ Management Studio

Companies | WXY Inc

General Shippers Routes = Scales~ Printing = Business Rules~ Custom Templates Data Management~ Profiles Machines

— Company Information
Id c79c5{76-8988-4ebd-8496 | W
Name WXY Inc
Symbol WXYINC
License ID 16535
Active Profile John Smith Inc v
$S0 Protocol None v

3. Clickthe Adapters tab. The Add Adapter page displays.



ShipExec™ Management Studio

Companies ' WXY Inc.

General Shippers Adapters Routes ~ Scales~ Printing

‘ = Add Adapter ’

—
No adapters added for company

4. Do one of the following:
« If you already have the UPS Adapter in your drop-down list, proceed to step 7.

« Ifyou do not have the UPS Adapter, click Add Adapter. The Add Adapter dialog box dis-
plays.

Add Adapter

‘ UPS Adapter T

5. Select UPS Adapter from the drop-down list.
6. Click Save. The UPS Adapter page displays.




ShipExec™ Management Studio

Companies | WXY Inc.
General  Shippers  Adapters  Routesv  Scales+  Printing»  Business Rules»  Custom Templates  Data Management~  Profiles

=+ Add Adapter 10 25 50 A

Adapters Status Actions

UPS Adapter Meeds Configuration +@ﬁ]?

UPS Tracking Adapter Needs Configuration +G 10

PSI Mock Pickup Adapter Neeads Configuration +G 10O

CSAdapter Ready i

7.

Showing 1 to 4 of 4 entries

Previous n Next

Click the & icon to modify the Adapter. The Edit UPS Adapter dialog box displays.

Edit UPS Adapter

Information | Mappings
URI

TestuRl hitps fiwen

Production URI hitps:ioniinetools.ups.com

* cacs

8. Configure the Test and Production URIs. Note: Do not change these URIs without per-
mission from the UPS Support team.
9. Click the Mappings tab. The Mappings dialog box displays.
o o ShipExec Shipper Distribution Center Add ‘Shipper Mapping
X Cancel
10. Select the shipper from the ShipExec Shipper drop-down list.
11. Select UPS from the Adapter Shipper drop-down list.
12. Click Add Shipper Mapping. The Edit UPS Adapter dialog box displays.

Edit UPS Adapter

Information | Mappings

Shipper Name Click to add to the list

[Click to add/change account delails]\@bﬁ

ShipExes Shipper

Adapter Shipper ups

ShipExec Shipper Adapter Shipper

Distribution Center UPS




13. Clickthe & icon to edit the shipper information. The Edit Shipper Mapping page displays.

Edit Shipper Mapping

[This information must match your UPS.com account.
Password IThe account number must be assigned to the user ID
being used. Please consult with your UPS account
executive or the ShipExec support team regarding
he correct access key, username, and password.

Account Number

Enable Negotiated Rates [

Laber Format - . PL should be the default unless
- ~*ndicated otherwise by UPS.
Enable Logging (]
Mail Innovations Cost Center
Ship RequestOption | nonvalidale ~ <'—| This should be set to nonvalidate. |

Tax Identification Number

Eet the system into production and
remove the sample watermark.

TestMode -

m Cancel

14. Enter the mapping information in the provided boxes.

15. Click Save.

16. If necessary, repeat steps 10 - 15 for additional shippers.
17. Click Save. Management Studio displays a Ready status.

ShipExec™ Management Studio

Companies | WXY Inc

General  Shippers  Adapters Routes~  Scales-»  Printing~  Business Rules~  Custom Templates  Data Management~  Profiles ~ Machines  Sites

# Add Adapter

10 25 50 @ Al

Filter Results Q

Name Status

UPS Adapter Ready @’/ )
UPS Tracking Adapter Needs Configuration +o @
CSAdapter Needs Configuration +E T

Showing 1to 3 of 3 entries

18. Clickthe ¥ iconto update the Adapter information. The Adapter Information Updated Suc-
cessfully message displays at the bottom of the page.



Adding a New Site

This topic describes how to add a new site to a company. A site allows you to create a second level
of security and configuration for a company.

1. If you are an enterprise administrator, click the & icon for the company to which you want to
add a site; otherwise, proceed to step 2.

2. Click the Sites tab. The Site page displays.

ShipExec™ Management Studio User Manager

Companies / WXY Inc.
General Shippers Adapters Routes~ Scales = Printing = Machines Business Rules~ F‘roﬂ\es Address Books

)

—
No Sites are defined for Company.

3. Click Add Site. The Site dialog box opens.

Site

4. Type the site name in the Site box, then click Save. The Site page displays.

ShipExec™ Management Studio

Companies / WXY Inc.

General  Shippers  Adapters  Routes~  Scales~  Printing« Business Rules~ Custom Templates  Data Management~

4+ Add Site 3 |mport Sites

Filter Results Q 10 25 50 100

Sites

HQ2 @ﬁﬁ R

Showing 1 to 1 of 1 entries




5. Click the site & to manage the site. The Site page displays.

ShipExec™ Management Studio

Companies / WXY Inc. / Site: HQ2

General  Scales~ Printing~  Custom Templates Data Management - Profiles  Machines  Address Books~

Id fleffle1-32c5-4545-ae41-1( | KN
Name HQ2
Active Profile HQ2 v

6. Clickthe Profiles tab. The Add Profiles page displays.

(Note: The configuration in the next few steps is for a basic profile configuration. If you want
to perform a complete profile configuration, refer to the ShipExec Management Studio User
Guide.)

ShipExec™ Management Studio

Companies /| WXY Inc. / Site: HQ2

General Scales~ Printing = Custom Templates Data Management~ Machines  Address Books~ Clients

‘ + Add Profile ' 2 |mport Profiles
Filter ResUMs Q 10 25 50 100

7. Click Add Profile. The Add Profile dialog box displays.

Add Profile

[ l X Cancel

8. Type the profile name in the provided box and click Save. The Profile page displays.

-10-



ShipExec™ Management Studio

Companies / WXY Inc. / Site: HQ2

General Scales~ Printing ~ Custom Templates Data Management~ Profiles Machines  Address Books~ Clients

=+ Add Profile 2 |mport Profiles

Filter Results Q 10 25 50 | 100

HQ2 @ﬁﬁ I m

Showing 1 to 1 of 1 entries

BB @ UserManager  Hello admin@ups.com!  Log OFf

Companies | WXY Inc. / Profile: John Smith Inc

General Cariers  Services  Countries  Package Types  PaymentTerm  BoxTypes  ServerBusinessRules  Client Business Rules  Hardware Configuration  Seftings ~ Templates  Field Options Pickup Configuration
Available Shippers : Selected Shippers :

Select All il Q Select All i Q
7 ABTTne

- Save % Cancel

10. Clickthe Shippers tab.

11. Inthe Available Shippers panel, select the shipper(s) you want to add to this profile and click
the [ icon to move the shipper(s) to the Selected Shippers panel. (Note: Shippers that
appear in this list at the site-level profile are shippers for whom the Site option was selected in
the Add/Update Shipper dialog box.)

12. Click the Carriers tab.

ShipExec™ Management Studio EEE] @ UserManager  Hello admin@ups.com!  Log Off
Companies | WXY Inc. ' Profile: John Smith Inc

General _ Shippers Sovices  Counties  PackageTypes  PaymentTerm  BoxTypss  Server Business Rules  Cent Business Rules  Hardvare Configuatin _ Satings Jstes  Fied Optons_ Pickup Configurt

Available Carriers. el

Select Al Q Q

UPS (UPS Adapter) Default Global (CSAdapter)

Default LTL (CSAdapter) @ UPS (Consolidated) (CSAdapter)

13. Inthe Available Carriers panel, select the carrier(s) you want to add to this profile and click
the I icon to move the carrier(s) to the Selected Carriers panel.

14. Click the Services tab.

-11-



15.

16.

17.

18.

19.

20.

ShipExec™ Management Studio RSN 3 s ansger et s comt Log OF

Y Inc. / Site: HQ2 / Profile: HQ2

Inthe Available Services panel, select the service(s) you want to add to this profile and click
the & icon to move the service(s) to the Selected Services panel.

Click the Package Types tab.

ShipExec™ Management Studio english-Unted Staes ¥ \anager  Hello admin@ups.com!  Log OF
Companies / WXY Inc. / Profile: John Smith Inc
s Rul P Dptions P figurat
Q
a -
o
:
o
G
¢
G

In the Available Package Types panel, select the package type(s) you want to add to this
profile, then click the icon to move the package types to the Selected Package Types panel.
(Note: Use the up and down arrows to rearrange the package types hierarchy. Click the &
icon to update the package type with a custom name.)

Click the Payment Terms tab.

ShipExec™ Management Studio [T @ User Manager  Hello admin@ups.com!  Log OFf

Companies ' WXY Inc. / Site: HQ2  Profile: HQ1

Available Payment Terms : Selected Payment Terms :

Select All Q Select All Q
FOB Port of Export Freight Collect <]
Cost & Freig! @ Prepaid (DDP) G n
o

In the Available Payment Terms panel, select the payment term(s) you want to add to this
profile, then click the icon to move the payment terms to the Selected Payment Terms
panel. (Note: Use the up and down arrows to rearrange the payment terms hierarchy. Click
the & icon to update the payment terms with a custom name.)

Click Save. The Sites page displays.

-12-



ShipExec™ Management Studio

Companies / WXY Inc. / Site: HQ2

General  Scales~ Printing~  Custom Templates Data Management = Profiles  Machines  Address Books~

Id fleffle1-32c5-4545-ae41-1( | KN
Name HQ2
Active Profile HQ2 v

21. Click the General tab.
22. From the Active Profile drop-down list, select the profile to which you want to assign the site.
23. Click Save.

-13-



Adding Users to a Site

This topic describes how to add a user, typically, the company administrator, to a site.
Note: You can only create, modify, and delete users at the same or lower level as your role.

1. Onthe ShipExec Management Studio home page, click User Manager in the upper right
corner.

ShipExec™ Management Studio ErTATEEIEd @ (User Manager ) Hello admin@ups.com!  Log Off

General  Companies  Clients  Notifications ~ Enterprises

Welcome ShipExec™ Management Studio Home Page

The User Manager page displays.

ShipExec™ Management Studio

Users  User Requests

.

e —
Enterprize Company Site

Filter Results Q, 10 20 50 Al

User

&
=
Iu

2N

Q
Eh
[ 1]

3 l"i

]
=l
[

I E

®

b
[ 1]
L

2. Click Add User. The Add/Update User dialog box displays.

Add / Update User

General Permissions Address

Role v
Email
Password
Confirm Password

Lock Out

:] *® Cancel

-14 -



3. Fromthe Role drop-down list, select the user's role. Management Studio displays additional
fields depending on the role you select.

Add / Update User

General Permissions Address

Role Site Administrator v
Company WXY Inc. v
Site HQ2 v
Profile John Smith Inc v
Email johndoe@wxy.com
Password

Confirm Password

Lock Out

4. Fromthe Company drop-down list, select the company with which you want to associate the
user. (You must select a company for all roles except administrator and enterprise admin-
istrator.)

5. From the Site drop-down list, select the site you want to associate with the user. (For the user
role, site is optional.)

6. From the Profile drop-down list, select the user profile (Optional).
7. Type the user’s email address in the Email box.

8. Type the user’s password in the Password box. (Password must have a minimum of 6 char-
acters, 1 capital letter, and 1 non-alpha/numeric character.)

9. Type the user’s password again in the Confirm Password box.

10. Click the Permissions tab.

-15-



11.
12.
13.
14.

Add / Update User

General Permissions Address
Select All

Can view Address Book Can view Batch Manager
Can view Closeout Can view Create Batch

Can view Distribution List Can view Group Manager
Can view History Can view Manage Data

Can view Manifest Documents Can view Pickup Request
Can view Scan and Ship Can view Shipping and Rating

Can view Transmit

Select the check boxes for the permissions you want to grant the user.
Click the Address tab.

Complete the user's address.

Click the Custom Data vertical tab.

-16 -




Add / Update User

General Permissions Address
Add Custom Data
w
o
= Please enter key value for custom data.
_
< Key Value

Customn Data

15. Click the Add Custom Data button.
16. Complete the Key and Value boxes.
17. Click Save.

-17 -



Importing Users to a Site

This topic describes how to import users into Management Studio for a new site.

1. Onthe ShipExec Management Studio home page, click User Manager in the upper right
corner.

ShipExec™ Management Studio T @ User Manager ) Hello admin@ups.com!  Log Off

al  Companies Ciients  Notifications  Enterprises

Welcome ShipExec™ Management Studio Home Page

The User Manager page displays.

ShipExec™ Management Studio

Users  User Requests

T e———
e

Enterprize Company Site

v v v

Filter Results Q, 10 20 50 Al
User
GT2N
GoD2IwW
Go2E
GoD2IwW

2. Click Import Users. The Import Users dialog box displays.

Import Users

Company y
Site -
File Type y

Choose File | Mo file chosen

[ Replace all users

3. Select the company name from the Company drop-down list.

4. Selectthe site name from the Site drop-down list.

5. Select the file type from the File Type drop-down list.

-18 -



6. Click Choose File, navigate to your user's location and click Open.
7. Do one of the following:

« Ifyouleave the Replace all users check box unselected, ShipExec will leave all existing
users intact and will only add new users in the input file not found in ShipExec.

« Ifyou select the Replace all users check box, the following will happen:
o ShipExec will remove any existing users that are not included in the input file.

o ShipExec will update any existing users in the input file, but their passwords and roles
will remain the same.

o ShipExec will add any new users contained in the input file.

8. Click Import.

-19-
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