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Internet Shipping : How 
to create a UPS Export 
Shipment



• Ensure you have been 
assigned log in 
credentials or you may 
create one on 
www.ups.com by 
clicking the Sign up.

• Log in on www.ups.com
using your credentials 

http://www.ups.com/
http://www.ups.com/


Homepage 
location must 
be set to 
United Arab 
Emirates, if 
not you may 
always 
change by 
clicking the 
drop down 
which offers 
to make 
another 
selection.

Page location can also be verified by viewing the URL column which will 
reflect the country code example “AE” for United Arab Emirates. 



Select Shipping which will provide a 
drop down as below. Proceed to select 
“Create a Shipment: Package & 
Freight”



Ensure to select your registered account 
with UPS from the drop down.

Ship From* will be the 
address where the 
package will be 
collected from. If it is 
your location if will 
reflect by default if 
saved in the address 
book of your profile.

Ship To* will be the address where the 
package is destined to be delivered to. If the 
address has been used previously and saved 
this too will be available from the drop 
down.



Packaging Type* at all times must 
be set to “My Packaging” 
regardless the packaging used. Ensure to enter the 

number of packages 
along with the actual 
weight. The system 
accepts “,” in place of 
“.” when stating 
shipment weight. 
Ex: Instead of 0.5 
KG you will place 0,5 
KG as shown.

You may choose to add reference numbers by 
entering an invoice or order number. 

Please enter dimensions if available for 
all non-document shipments/packages 
only. 

Declared Value : Invoice value to be 
placed if insurance is required. UPS by 
default covers up to 100 USD.



While creating your export label you may choose to schedule a pick up simultaneously 
for the driver to collect the package at a time and day of your liking. 

If you would like to self drop or unsure on when your parcel would be ready ensure to 
select “ I’ll drop off my shipment or include it in another collection”. 

By default 
your UPS 
account 
umber will 
reflect next 
select 
“Schedule a 
UPS On-
Call 
Collection”.

Click on “Edit” if the time reflecting is not to 
you convenience. Note* Minimum two hours 
is required for a pickup. 



Delivery service level options will be 
provided as per destination of parcel 
ensure to select service level advised by 
your account manager, if any quote 
provided or to your knowledge. 
Note* Rates displayed online will be cash 
tariff and not your account rates however 
rates will be billed as per the account 
number used and agreed.



Select what best describes your shipment or reason for export. 
Provide a clear description of the commodity. 

Shipper and consignee email id’s may auto populate from 
the addresses entered earlier or you may choose to enter or 
add to receive automated notifications on your parcel’s pick 
up to delivery journey. 

Note : Any option or add on with a “(+$)” means this add on 
service is chargeable. 



Select option “Bill My Account” and ensure to select your UPS account 
number. 

You may choose to review all details to verify one last time if all details 
entered are accurate or you may choose to click “Pay and Get Labels” 
which will process the e- airway bill for you to print. 



Your tracking number and collection 
reference number has been generated.

As you see a pop up window will appear allowing you to save as 
a PDF or print if needed. 



THANK YOU


