
UPS CampusShip 
The Link for UPS CampusShip is www.campusship.ups.com. 

  

How to Change Your Ship From and Shipper Address  
UPS CampusShip 

 
University Mailing Services 

  

If you prefer to speak with someone regarding how to change your settings, please 
call us at 744-5323 or Donna Morris at 744-5386. Thank you.  

   

1.                 Log on to the UPS CampusShip website - 
https://www.campusship.ups.com.  
  

2.                 Click on “My Settings,” located on the right hand corner of the 
screen (See Figure 1). 
 
  



 

 
Figure 1: UPS CampusShip Screen 

 
3.                 On the “Manage My Settings Information” page, click on “Create 

New Address.” (See Figure 2).  



 

 

Figure 2: UPS CampusShip My Settings Screen 
  

4.                 Enter your department name in the Company or Name box, and 
your Address, City, State, and Postal Code in the appropriate boxes. 
You may also enter your phone number, though it is not a required 
entry (See Figure 3).  

5.                 Click on “Save to Address Book as Shipper/Ship From address.”  

6.                 Click on the blue “Create” button.  Your information should now be 
saved. 
  



 

  

Figure 3: Address Book Entry   

7.                 Click on “My Settings.” You will again be on the Manage My 
Settings Information page.  

8.                 Click on “Edit Shipping Preferences” under the “Shipping 
Preferences Settings” heading (See Figure 4).   



  

Figure 4: UPS CampusShip My Settings Screen  

9.                 The first table is “Shipping Options” (See Figure 5). 
 

  



Figure 5: UPS CampusShip Shipping Preferences 
  

10.             Under “My Preferred Ship From Address,” click on the drop down 
box and select your department name.  
  

11.             Under “My Preferred Shipper Address,” click on the drop down box 
and select your department name.  
 

12.             Scroll to the bottom of the page and click on the blue “Update” 
button.  
 
  

13.             Return to the main screen and ensure that your Ship From Address 
has been updated.  

  

If you have any problems or questions, please contact Jessica Stewart at 744-
5323.  Thanks for your cooperation!!  

  

 


