
Also, choose your ship day

Located in the
upper right hand
corner of the page

Click here
to begin

Sign into your already existing
account, or sign up for one

1.

2.

3.

Verify your address...

...and choose how to pay

5.

Enter the recipient’s address
and contact information

Describe the package
you’re sending

6.

Decide whether you would
like to drop off your shipment
at an authorized location or
if you would like it picked up

7.

...and you’re basically done! 
Just pay on the next screen, 
follow the prompts to print
your postage label out and 
tape it to your shipment.

9.

10.

Select the service you want
to pay for (the more you spend
the faster it will be delivered!)

8.

From the
Quick Start
menu, click
the “Ship”
option

4. Don’t know the 
weight? Look on 
the back of this
pamphlet!

Round up to 
the nearest inch

Enter any insurance
amount you want to 
purchase

Amanda Bales
345 Monmouth Ave N
Monmouth, OR 97361



503.838.8383
balesa@wou.edu
www.wou.edu/mail

Questions? Comments? Flattering observations
about my hair? Here’s my contact information:

a smartphone
and case

12 sheets of
printer paper

a regular, empty
coffee mug

a single
pen*

**
*

1
If your parcel is no bigger than a shoebox,
you can put it in the UPS dropbox located 
in the plaza by Muchas Gracias, Rookie’s 
and Papa Murphy’s Pizza

You can take your parcel to an authorized
UPS Access Point   location:TM

2

Easy Weight References

3
4

Benefits of Shipping 
through UPS
Excellent tracking system

Once your shipment is ready to go, you
have a couple options for getting it
mailed:

Fast shipping
Guaranteed overnight options
Multiple delivery options

How to
ship 
a package
through


