
UPS – How to Ship an Item 

Step 1: Go to the UPS website at Global Shipping & Logistics Services | UPS - Canada 

 

Step 2: Login with the credentials supplied by Distribution. If you do not have credentials, please e-
mail distribution@uwindsor.ca for access. 

 

Step 3: Click on the “Ship” button. 

 

 

Step 4: Click on the “Ship From” drop down button. 

 

 

Step 5: Click on the drop down button and select your department’s profile. Please do not edit the 
address. 

  

 
 

 

https://www.ups.com/ca/en/Home.page
mailto:distribution@uwindsor.ca


Step 6: Choose “UNIVERSITY OF WINDSOR -RETURNS” profile for the return address. 

 

 

Step 7: Complete the Ship To information.  

Please DO NOT “save as a new entry”. 

 

 

Step 8: Complete your package information. You must include the following information: 
 A) Under “Department Number”: include your full name and department name 
                B) Under “Purchase Order No.”: include your department charge account and/or project 
account 



 
 

 
 

 



Step 9: Complete the “Shipping Service” section. 

 

 

 

Step 10: Select when you need it delivered. 

 

 



Step 11: The payment information should be “Bill My Account”. 

 

 

Step 12: After reviewing all information is correct, hit “Pay and Get Labels”. 

 


