
UPS – Processing a Shipment 

1. Log in to campusship.ups.com.  

              
 

2. Select the Address where the shipment is going: 

 
 

3. If the address is not in the address book, select Enter New Address.  Check off if the address is 

residential.   

 
 

4. Verify the Ship From Address is correct.  Click Edit if changes are needed: 

 
 

 

 

 

 



5. Your name will prepopulate as the contact for undeliverable items.  Select the appropriate return 

address. 

               
 

6. Select the number of packages. 

 

 

7. Select the packaging type. (Other packaging is if you are using a regular brown carton or white 

mailing envelope.)  DO NOT USE UPS OVERNIGHT BOXES OR ENVELOPES FOR GROUND 

SHIPMENTS.   

 
 

8. Provide a package weight.  

 
 

9. Provide package dimensions.  Round up to the next whole number for dimensions with fractions 

in them. 

 
 



10. Provide a Package Declared Value if applicable. Enter an amount if the package is greater than 

$100.   

 
 

11. Mark the appropriate radio button if the package includes batteries. 

 
 

12. Select how you would like to ship. Do not use UPS Next Day Air Saver.   

 
 

13. Click on the Compare Time and Cost link to view rates. 

 
 

14. Select the additional services “Send Email Notifications” and “Deliver Without Signature”. 

 
 

15. Add the REQUIRED REFERENCE CODE.  

 



16. Confirm the correct location for Payment Method.  Unless it is a Third Party shipment, or we are 

billing the receiver, it should be 678EV4 – Advantus Corporation. 

 
 

17. Select the checkbox to Review Shipping details, including price, before completing this shipment. 

 
 

18. Click Next. 

 
 

19. Review the Shipping Details including the cost.   

 

20. Click Ship Now. 

 

 
 

21. Select the checkbox next to Label in the Print Shipping Documents window. 

 
 

22. Select No Instructions in the drop-down box for Print label instructions on? 

 
 

23. Click Print 

 



Service maps by office location: 

From Jacksonville 

 

From Petersburg, VA 

 

 

From Mequon, WI 

 



From Dallas, TX 

 


