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Setting up New Users

This section describes how to set up users using user registration, user management, and user
import file.

Setting up User Registration

This section shows how to set up a user registration.
1. From the Management Studio main page, click the Companies tab, then type your
company name in the Filter Results box, and then click the 2 icon. (Note: This

illustration uses an enterprise administrator login. If you are a company administrator,
proceed to step 3.)

ShipExec™ Management Studio

General Approvers  Logs
+ Add Company A |mport Company

Name

XYZ Inc. G ma

WXY Inc. @‘]ﬁ 2

Showing 1 to 2 of 2 entries

2. Click the @ icon.

3. Use the Visio illustration below to determine whether you want to set up the user
registration at the site or at the company level.
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Determining User Registration Level

Are you using Sites in N
ShipExec?

Yes

Use Site Level Do you have Site Level Use Company Level
Registration Administrators? Registration
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4. Click the User Registration tab.

B EIRd @ User Manager

ShipExec™ Management Studio

Companies / WXY Inc.

General  Shippers  Adaplers Routes~  Scales~  Printing~  Business Rules~  Custom Templates  Data Management~ Profiles ~ Machines  Sites  Address Books~  Clients \User Registratiol Notifications ~ Reports

Registration Key e921de33-d47e-42c9-aaaa | kN Generate Registration Key [t SvE=TY
+ Add Approver

Name

Eh

marydoe@ups.com

Showing 110 1 of 1 entries

Note: If you generate a Registration Key, any requests that were made with the old
Registration Key will no longer be valid.

5. Once you receive your Registration Key, you can proceed to the next section of Adding
an Approver.

Adding a Approver

This section describes how to add a user approver.

1. From the Companies page, click the @ icon for the company for which you want to add a
user approver, then click the User Registration tab. (Note: If you are an enterprise
administrator, the Approver tab is on the Management Studio main page.)

B a g @ User Manager

ShipExec™ Management Studio

Companies / WXY Inc.

General Shippers Adapters Routes Scales ~ Printing » Business Rules~ Custom Templates Data Management~ Profiles Machines Sites Address Books» Clients User Registration, Notifications Reports
Registration Key e921de33-dd7e-d2c0-aaaa | BN Generate Registration Key [Ee=1s

‘ + Add Approver '

Name

marydoe@ups.com

Showing 110 1 of 1 entries

2. Click Add Approver.
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Add Approver

Select the

|/ approver

| v

3. Click Save.

Approving User Registration Requests

1. From the Companies page, click the User Manager tab.

ShipExec™ Management Studio EYEIIEE @ user Manager | Hello marydoe@ups.com

2. Click User Requests.

3. Click the ~ icon for the user whose request you want to approve.

Note: You may need to perform additional user configurations. See “Adding/Modifying a
User on Page 6” for more information.

Setting up Users using the Import File

This section describes how to set up a user using either a CSV file or an XML file. If you are
using the CSV file, you are importing the user at the company level; otherwise, you must select
the site for which you are importing users.

If you are using an XML file, all the parameters for the user are defined in the XML. You do not
have to select the site.

1. From the Management Studio main page, click the User Manager tab.
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ShipExec™ Management Studio IEEETEESI @ User Manager

Users  User Requests

Company Site

Filter Results Q 10 25 50 @ 100

User

2. Click the Import Users button.

Import Users
Company
Site
File Type o

Choose File | No file chosen

(] Replace all users

‘ ‘ X Cancel

3. From the Company drop-down list, select the company to which you want to import
users.

From the Site drop-down list, select the site to which you want to import users.
From the File Type drop-down list, do one of the following:

e If you select the CSV file, you will have to specify the import for each company
and/or the site.

o If you select the XML file, you can specify multiple sites in the file.

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

e If you leave 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.

e If you 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.

S
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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.

Adding/Modifying a User

For every added user, you must modify the user to ensure they are set up with the proper
permissions, address, site, and so on.

1. From the Companies page, click the User Manager tab.

ShipExec™ Management Studio

s —

Users  User Requests
+ Ada User A Import Users
Site
Q 10 2 0 1

User

jdoe@ups.com CGoam
johnsdoe@ups com @ﬁ -
jsmith@johndoe com CGoam
marydoe@ups.com GaN
maryjoe@ups.com CGian

Showing 1105 of 5 entries

2. Click the @ icon for the user you want modify.
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Add / Update User

General Permissions Address
Role User 4 . . .
i This must be a valid email
Company WXY Inc. account to receive emails for

account reset.
Site

L Select this check box if you want
the user to reset their password.

Profile

Email johnsdoe@ups.com The user will receive an email

0 with the password.
Reset Password

Lock Qut 0

Lock Out disables the user from
logging into either Management

% Cancel Studio or Thin Client.

3. From the Role drop-down list, select the role you want to assign the user:

e Enterprise Administrator — Can assign other users as an Enterprise
Administrator allowing the user to administrate any company that is part of the
enterprise. Enterprise Administrator only can access Management Studio.

e Company Administrator — Has full access to a company. Company
Administrator can access both Management Studio and Thin Client. Company
Administrators cannot be assigned to a site.

e Site Administrator — Has full access to the assigned site. Site Administrator can
access both Management Studio and Thin Client. Both a Company and Site must
be assigned.

e User — Has no access to Management Studio; has Thin Client access only. Site
is not required to be set.

4. From the Site drop-down list, select the site you want. (Note: A site creates an
administrative level that can be used to divide the administration tasks into groups based
on location, department, cost code, or other administrative grouping. Using sites allow
for site administrators and site specific configurations.)

5. From the Profile drop-down list, select the profile you want to assign the user. Profile is
not required to be set, unless assigned profiles for the company and/or the site to which
the user is being assigned. (Note: A profile is a set of configurations that can be
assigned to a company, site(s), user(s), or machine(s). For more information on profiles
and how they work, see “Understanding the ShipExec Profile Structure.”

6. Click the Permissions tab.
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Add / Update User

General Permissions Address

Can view Address Book

Can view Closeout

Can view Distribution List

Can view History

Can view Manifest Documents
Can view Scan and Ship

Can view Transmit

Select All

Can view Batch Manager
Can view Create Batch /
Can view Group Manager

Can view Manage Data

Can view Pickup Request
Can view Shipping and Rating

I save % Cancel

7. Click the Address tab.
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corresponds to a menu in the
Thin Client. The options you

select in this section are what
the end user will see in the Thin
Client.
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Add / Update User
General Permissions Address
Company Company
@
g Contact Contact Use this tab to set up an origin
=
< address if configured in the
Address 1 Address 1 . . .
profile settings. See the Profile
s Address 2 Address 2 section in the Management
2 Studio User Guide for more
% Address 3 Address 3 information.
[
city
State/Province State/Province
Postal Code Postal Code Click to add custom data
Country/Territory v
Email Phone Fax
Phone Phone
Fax Fax
I save X Cancel
8. Click Save.

Resetting your ShipExec Management Studio
Password

This document is for users who have a ShipExec account and either cannot remember their
password or are new users who do not know their password.

1. Log on to ShipExec Management Studio.
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Login

User Mame

2. Type your user name in the User Name box.

3. Click Next.

Enter Password

« enterprise@WxXY Global.com

Fassword

Forgot Password?

4. Click Forgot Password?

Forgot Password

Email Address

Email Link

5. Type your email address in the Email Address Box.

6. Click Email Link. The Forgot Password Confirmation message displays.

ShipExec™ Management Studio

Forgot Password Confirmation.

Please check your email to reset your password.

7. Check your email and open the provided link. (Note: If you did not receive the email,
check your junk mail folder or your company’s spam settings.)

Page 10

© 2020 United Parcel Service of America, Inc. UPS, the UPS brand mark, and the color Brown are registered trademarks of United Parcel
Service, Inc. All Rights Reserved.



ShipExec™ Management Studio

Reset your password.

Email

Password

Confirm password

Reset

8. Type your email in the Email box.
9. Type your new password in the Password box.
10. Type your new password again in the Confirm Password box.

11. Click Reset. The Reset Password Confirmation message displays.

ShipExec™ Management Studio

€S€El password contirmation.

Your password has been reset. Please click here to log in

12. Click the “click here to log in” link to log on to Management Studio.
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