
Quick Start Guide 
to Shipping

Parcel Pro® Select



Go to https://www.upscapitaluk.com/ 
and log in.

Upon initial login, please read and accept the 
Parcel Pro® Select Terms and Conditions. You 
will need to accept the terms and conditions 
again only after they are updated.

This easy-to-use guide provides step-by-step instructions for completing your first shipment on 
www.upscapitaluk.com. Please follow the instructions below. Guided one-on-one assistance is also available 
for your first shipment when you contact one of our highly trained Customer Service team members at 
+44 207949 0144.
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Log In

There are two ways to get to the shipment page:  
Click Ship on the left side navigation or click the green             
Create UPS Label button on the home page.
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Access the shipment page:

Parcel Pro® Select shipping system
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You will need to fill out each numbered section to create a shipment. Required fields are marked with a red 
asterisk. Please note that skipping a required field or using special characters and extra spaces may cause an error.

Seven Easy Steps to Create a Shipment
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Step            

Complete all required fields under Step 1. Note: Do not use dashes or spaces in the phone 
number. You will have to remove them before you can obtain a quote. 

1.a

1.b

Ship To Address

Select Add to express contacts if you want to designate the address among your most 
frequently used addresses. 

A signature is required for insurance coverage on residential shipments. Click the box at the 
bottom of the “Ship To” section to indicate a residential address.                                     

1.c

1.d

1

You can save “Ship To” addresses in your Parcel Pro® Select address book for later use by 
selecting Save in/Update my address book. 

Quick Start Guide to Shipping



Step            

Ship From Address

Note: As the shipper, your address should auto-populate. Confirm that the information 
provided under “Ship From Address” is accurate.  If not accurate, click Edit to update.

2.a

Select a Location

CRG Team UPS
UPS Capital Insurance Agency

Forest Road,
Feltham, TW137DY GB

00442079490144

cdvsupport@ups.com
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Step            

Shipment Information

Indicate the Service and Package Type. Schedule the shipment date. Note: You can only 
schedule shipments up to 5 days in advance.  
Package Types refer to carrier-branded boxes. If you’re using your own packaging, change 
the package type to Your Packaging. Note: See the Safe Shipping & Packaging Checklist for 
guidance on how to properly prepare the package for shipping.

Make sure to add the weight and dimensions of the box. 

Include the insured value for the shipment. Note: Limits may vary based upon service types 
and countries.

3.a
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3.b

3.c

3.d
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Step            

Additional Shipment Information

Direct Delivery Only and Direct Signature Required are pre-selected and free of charge. 
Please only unselect these if you need Adult Signature Required or if these services are not 
available in the destination country. 
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Step            

Shipping Options

If you are shipping worldwide, a description of the commodity is required for customs 
purposes. Please complete all required information and select the harmonized code from 
the list of available codes.

5.a
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Step            

Billing Details

Select how you want to be billed. You 
can bill the charges to your Parcel Pro® 
Select account or to a third party. 

7.a

7

If you select “Bill Third Party”, be prepared 
to add the associated account number and 
postcode. 

7.b

Quick Start Guide to Shipping

Step            

Shipping Options

6.a

6

Indicate shipping options, such as whether you want to schedule a pickup or if you have a 
regular pickup. Note: you only need to schedule one pickup per day. Also, indicate whether 
you are using a thermal printer. Select all that apply.



8

Printing the Label

Click Get Label to generate the shipping label.

Congratulations! You have completed the 7 steps to shipping. Now you are ready to print your labels. 
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When you click Get Label, you can either print the label or download and save it.

If you no longer need to ship the item, click Void under Shipping Details. Otherwise, you’ll be reminded 
of unprinted shipping labels when you log in again. 
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Sample Shipping Labels

Outer Box Label

Inner Box Label

Two labels will be printed – one for the outer box, and the other for the inner box. Ensure each label 
is included with the shipment as instructed. 

Shipping your package

Should you have any questions, please contact us at the number or email address below.
  

Address: 

                 
Phone:   
Email:     
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