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Introduction
TheShipExecNew Site Configuration Quick Start Guide is intended for system, enterprise and
company administrators. Youmust 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
ShipExecManagement Studio User Guide.

Logging on to Management Studio
1. Click the ShipExecManagement Studio URL link sent to you by your company administrator.

TheManagement Studio Login page displays.

2. Type your email ID in theEmail ID box.

3. ClickNext.

4. Type your password in thePassword box.
5. ClickLog In.
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Adding a New Shipper
This topic describes how to add a new shipper to an existing company. Youmust have a shipper in
order to configure adapters and perform any shipping functions. You will need a shipper for every
account fromwhich 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. On the ShipExecManagement Studio home page, clickCompanies. The Companies page
displays.

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

4. ClickAdd Shipper. The Add/Update Shipper page displays.
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Note: Name and Symbol are the only required fields.
5. Complete theName andSymbol boxes.
6. ClickSave.
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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. On the ShipExecManagement Studio home page, clickCompanies. The Companies page
displays.

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

3. Click theAdapters tab. The Add Adapter page displays.
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4. Do one of the following:

l If you already have the UPS Adapter in your drop-down list, proceed to step 7.

l If you do not have the UPS Adapter, clickAdd Adapter. The Add Adapter dialog box dis-
plays.

5. Select UPS Adapter from the drop-down list.

6. ClickSave. The UPS Adapter page displays.
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7. Click the icon tomodify the Adapter. The Edit UPS Adapter dialog box displays.

8. Configure the Test andProduction URIs.Note: Do not change these URIswithout per-
mission from the UPS Support team.

9. Click theMappings tab. TheMappings dialog box displays.

10. Select the shipper from theShipExec Shipper drop-down list.
11. Select UPS from theAdapter Shipper drop-down list.
12. ClickAdd Shipper Mapping. The Edit UPS Adapter dialog box displays.
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13. Click the icon to edit the shipper information. The Edit Shipper Mapping page displays.

14. Enter themapping information in the provided boxes.

15. ClickSave.
16. If necessary, repeat steps 10 - 15 for additional shippers.

17. ClickSave. Management Studio displays aReady status.

18. Click the icon to update the Adapter information. TheAdapter Information Updated Suc-
cessfullymessage displays at the bottom of the page.
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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 theSites tab. The Site page displays.

3. ClickAdd Site. The Site dialog box opens.

4. Type the site name in theSite box, then clickSave. The Site page displays.
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5. Click the site to manage the site. The Site page displays.

6. Click theProfiles 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 ShipExecManagement Studio User
Guide.)

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

8. Type the profile name in the provided box and clickSave. The Profile page displays.
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9. Click the icon to edit the profile.

10. Click theShippers tab.
11. In theAvailable Shippers panel, select the shipper(s) you want to add to this profile and click

the icon tomove the shipper(s) to theSelected 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 theCarriers tab.

13. In theAvailable Carriers panel, select the carrier(s) you want to add to this profile and click
the icon tomove the carrier(s) to theSelected Carriers panel.

14. Click theServices tab.
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15. In theAvailable Services panel, select the service(s) you want to add to this profile and click
the icon tomove the service(s) to theSelected Services panel.

16. Click thePackage Types tab.

17. In theAvailable Package Types panel, select the package type(s) you want to add to this
profile, then click the icon tomove the package types to theSelected 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.)

18. Click thePayment Terms tab.

19. In theAvailable Payment Terms panel, select the payment term(s) you want to add to this
profile, then click the icon tomove the payment terms to theSelected Payment Terms
panel. (Note: Use the up and down arrows to rearrange the payment terms hierarchy. Click
the icon to update the payment termswith a custom name.)

20. ClickSave. The Sites page displays.
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21. Click theGeneral tab.
22. From theActive Profile drop-down list, select the profile to which you want to assign the site.
23. ClickSave.
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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. On the ShipExecManagement Studio home page, clickUser Manager in the upper right

corner.

The User Manager page displays.

2. ClickAdd User. The Add/Update User dialog box displays.
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3. From theRole drop-down list, select the user's role. Management Studio displays additional
fields depending on the role you select.

4. From theCompany drop-down list, select the companywith which you want to associate the
user. (Youmust select a company for all roles except administrator and enterprise admin-
istrator.)

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

6. From theProfile drop-down list, select the user profile (Optional).
7. Type the user’s email address in theEmail box.
8. Type the user’s password in thePassword box. (Passwordmust have aminimumof 6 char-

acters, 1 capital letter, and 1 non-alpha/numeric character.)

9. Type the user’s password again in theConfirm Password box.
10. Click thePermissions tab.
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11. Select the check boxes for the permissions you want to grant the user.

12. Click theAddress tab.
13. Complete the user's address.

14. Click theCustom Data vertical tab.



- 17 -

15. Click theAdd Custom Data button.
16. Complete theKey andValue boxes.
17. ClickSave.
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Importing Users to a Site
This topic describes how to import users intoManagement Studio for a new site.

1. On the ShipExecManagement Studio home page, clickUser Manager in the upper right
corner.

The User Manager page displays.

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

3. Select the company name from theCompany drop-down list.
4. Select the site name from theSite drop-down list.
5. Select the file type from the File Type drop-down list.



- 19 -

6. ClickChoose File, navigate to your user's location and clickOpen.
7. Do one of the following:

l If you leave theReplace all users check box unselected, ShipExecwill leave all existing
users intact and will only add new users in the input file not found in ShipExec.

l If you select theReplace all users check box, the following will happen:
o ShipExecwill remove any existing users that are not included in the input file.
o ShipExecwill update any existing users in the input file, but their passwords and roles
will remain the same.

o ShipExecwill add any new users contained in the input file.

8. Click Import.
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