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UPS My Choice® for Business
How to Add Company Outbound Privileges

This user guide will demonstrate how to add an Outbound privilege to your company.

Once the privilege is successfully added you will have the ability to assign the
privilege to a user.

1. Start from your company's UPS My Choice® for Business Administration page.
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2. From the Administration page, expand the Company Service accordion. Inside
the Company Service table, in the Outbound row, select View under the Actions
column. You will be navigated to view your shipping accounts.
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3. The View Outbound Accounts page will display with any accounts currently
associated with your company. In this example, the user already has one
outbound account associated with their company. Click the "Add Account”
button to add another outbound account to your company.
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4. Depending on the user, one or more of the following options will display
a. Select an existing account number already associated with your login to

UPS.com
b. Create a new shipping account and have that automatically added to your

company
c. Add an account number not associated to your login to UPS.com

In this example, the admin is selecting an existing account and will click "Next”.

5. A pop-up will appear to confirm the account was added.
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6. The table will now be updated with the existing account. At this point, the account
is simply added to the company. As admin you must now enable users in your
company with the specific account, which will enable them to see packages
shipped with the account within the Tracking Dashboard.
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7. You can apply a nickname to appear in the Tracking Dashboard to make it easier
for your users to identify shipments. Simply click on the account number. A pop
will appear. Enter the nickname.

8. Once updated the nickname will be appended to the account number. In the
Tracking Dashboard only the nickname will appear.
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Wrap-up

The Outbound privileges have been added to the company.

In this example an existing account associated with admin’s UPS.com profile was
selected and added to the company. If the admin had selected - Create a New
Account - she would be taken to the UPS create an account process. At the
conclusion the account would be added. She could have also selected — Add an
Account. This is used when the admin needs to add an account not currently
associated with her UPS.com profile. This option will require the admin to obtain
permission from the account owner.

What’s Next

You are now ready to add users and enable them outbound privileges.

Review How to Invite a User to the Company. After you have successfully added
the users, move on to How to Provide or Modify User Privileges guide. Once
your users are enabled with a one more outbound privileges they will be able to see
information within the Tracking Dashboard.



