
Macy's 3rd Party Shipping Setup Instructions 

Macy’s, Inc.  August 2007 

1. Create your ship from template by clicking on the “Ship From” tab 
¾ Type in your company’s name and address (vendor name) 
¾ Select YOUR shipping location’s UPS Acct No (the account below is for     

demonstration purposes only) 
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2. Create a shipment by clicking on the “Ship To” tab 
¾ Type the customer information 
¾ Select service level on the “Service” tab 
¾ (the account below is for demonstration purposes only) 
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3. Create your reference fields’ template by clicking the “Reference” tab 

¾ Reference field one should be populated with the UCC 128 (20 Digit) 
Serial Shipping Container Code Number with a two letter identifier (SI) in 
front of the number shipment number in front of the number.   

¾ Reference field two should always be populated by PO number     
¾ Reference field three should always be populated by Vendor DUNS 

number 
¾ (the account below is for demonstration purposes only) 
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4. Click on Bill To Third Party (The Third Party window below appears) 

¾ Set up the Third Party Billing template exactly as it appears below 
¾ Bill shipping charges to Third Party UPS Account number provided by 

Macy’s, Inc.  (the account below is for demonstration purposes only)   
 
 
 

 
 
 
 
If you have questions on how to set up your UPS shipping system, call 1-888-553-1118 
or contact your local UPS Account Representative. 
 
Non-WorldShip System questions should be referred to MTO (Macy’s Transportation 
Office) at 404-250-7200. 
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