Shipping

General:

Unless otherwise noted by agency’s service requirements, DGS Distribution Center will determine
the most cost efficient method of shipment.

United Parcel Service (UPS):

Agencies are required to process all administrative and fiscal documentation required to maintain
an active United Parcel Service (UPS) Shipping Account. DGS Distribution Center uses the UPS
Ground as their primary method for out of town shipments.

Agencies have the ability to review their UPS account through their Agency’s UPS Liaison. Agency
will have the ability to back charge to the appropriate Fund and Cost Centers.

DGS Distribution Center will monitor all shipments via UPS and will establish reporting and delivery
exception procedures as described in www.ups.com.

Local Deliveries:

DGS Distribution Center will deliver to all agencies facilities in the Harrisburg Area on a daily basis.
Note: All DGS Distribution Center staff will be required to wear correct Commonwealth Employee
Picture Identification.

Agency Mailroom:

If it is determined by the DGS Distribution Center, the most cost effective method is to mail
shipments the DGS Distribution Center will drop off items to be mailed to respective agency
mailrooms for processing.

Less Than Truckload or Truckload Shipments

If “Less Than Truckload” (LTL) or truckload shipments are required for shipment to a customer
outside the Harrisburg area, DGS Distribution Center, DGS will obtain 3 quotes from outside
carriers. This procedure will be accomplished using Attachment 3.


http://www.ups.com/

UPS Procedures
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> Signature
Tracking
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UPS Signature Tracking™

Request and Activate your PIN

UPS Signature Tracking is a secure, Web-based service that provides
enhanced tracking and delivery information. These features can help
streamline your billing and customer service functions.

Each time you track a package using UPS Signature Tracking, your tracking
results may include Proof of Delivery with:

=Signature image

=Full name and delivery address

=C.0.D. information

=Reference number information

PIN-controlled security helps prevent unauthorized access to your sensitive
UPS delivery information. You determine who has access to UPS Signature
Tracking and to specific features for shipments sent using your UPS Account.

Signing Up Is Easy

1. to My UPS

2. Request your UPS Signature Tracking PIN (allow 7-10 business days)
3. Activate Signature Tracking PIN

4. Start tracking!
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Shipping Packages

UPS SHIPPING
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Single Package Shipment: After all required fields are filled, place
package on scale and hit “Process Shipment” Place address label on
package and the small second label place on the STO
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Multiple Package Shipment: After all required fields are filled place the
first package on scale and hit “Add.” Place label on the package to be
shipped. Continue this for all packages until you come to the last package.
The last package of the shipment hit “Process Shipment.” Place the small
label on STO




Enter the STO # in the “Reference Number 1” and click “Use on all
packages” the STO # will appear on all shipping labels
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End Of Day Reports

End of Day Reports - —
Click on computer it will then ask,

“Do you want to start End of Day?’
Click “YES”
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TO REPEAT REPORT
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The reports will reprint. You will have one report for your reference files
and the second for the Comptroller/payment.




Which Common Carrier to Use
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Use for shipments under 10,000 pounds
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@ hitkp:/ Aemner. pleco. comdMpPyle/default asp
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Click on PRISON or HAZARDOUS if one of the two boxes come into play. Information
can be found on the STO.
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| R+L Carriers - Microsoft Internet Explorer

Toll Free: 800.543.558%

ide in Our People. Pride in Our Performance.
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Chattanoogs Terminal Opens Today:

R+L Carriers is proud to announce the grand opening of t's
Chattanooga, TN Service Center. The terminal is located at 912 West
33rd Street, Chattano. .. Shipment Tracin |
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| R+L Carriers - Microsoft Internet Explorer
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| R+L Carriers - Microsoft Internet Explorer

MYRLC Tools E) Rate Quote
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Tranzit Times

Shipment Tracing
Credit Application

## = Required Field (Mote: £t least one st of clazs and weight values are required)

General Information Class Weight{lhs.)

L, ]
i
|
|
|
|
|

Origin Zip Code:*

Destination Zip Code:* *

5,
el
o

-

Accessorial Charges

i - -
Density Calculstor Inside Delivery:
Rule=s Tarift
Sperial Charaes Residential Delivey". / /@
Service Poirts 7
Claims Status ST / / |,/ ,/r 7
MYRLC Features | Clear Form | | Submit Form I
Docunent Retriewval
BZH Tools
Activity History

Cpen Invoices

B 9
Hstart] | 2 & B 0 7| B BlDoc | N sER 20K

Enter / Click

required
fields




3 R+L Carriers - Microsoft Internet Explorer

Rate Guote
Bill of Lading
Pickup Request Quote #: 5081189 Service Days: 1
More Eway Tools
Transit Times

Shigtmert Tracing Destination
Credit Application
Density Calculatar
Fules Taritt Zip: 17105 Zip: 17701
Specisl Charges
Service Points

Claims Status

MYRLC Features
Document Retrieval
B2B Tools $265.01
Activity Histary
Open Invoices
Invoice Tracing Gross Charge $286.50
Auto Logon
Browser Apg. Discount $194.82
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Shipping Lakbels

Rate Quote

Customer Code: 7177876147

Terminal: LEBANON, P4 (LEE) |Terminal: | SCRANTON, PA (SCR)

1-888-714-1231 Phone: 1-800-654-6927

Weight Charge

Deficit Weight $21.48

Met Charges $192.50
Wireless Tracing
wireless zhinment Fak S0 APPLIES TO CLASS 50 TO 92.5
# e ~elo e 4

This is the
Quote for
this
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