In cooperation with eShipGlobal, U-M is
providing customers with an integrated
shipping management solution for
hazardous materials. The system permits
users the ability to initiate, track, and
manage multi-carrier shipments via an
easy-to-access, on-line application. It also
enables users to select the best/most
cost-effective shipping option available.

HOW TO USE THE eShipGlobal SERVICE
University of Michigan Packaging and Shipping Services utilizes a program called eShipGlobal
to ensure the proper shipment of hazardous materials. In addition to shipping, this service
provides the materials needed to ship packages safely, such as wet ice, cold packs, dry ice,
etc. The following step-by-step tutorial has been created to walk you through the process of
classifying and submitting a package for shipment using eShipGlobal.
STEP 1:
Log into the system using your U-M uniqname and Kerberos password.
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STEP 2:
Creation Form / Account Set up : If you are a first time user to eShipGlobal. This is a one time
process for setting up a user profile role.

STEP 3:
You are now on the home page of eShipGlobal. Go to the left end of the horizontal menu bar
underneath the eShipGlobal logo. Click on “Ship” and then select “Ship To.”

STEP 4:
Select the radio button that indicates your shipment’s final destination: Domestic — within
the United States — or International — outside the United States and its territories, i.e. Virgin
Islands, Puerto Rico. In this case Domestic has been selected.

STEP 5:
You will then need to select the appropriate box that identifies your material and then click
“Continue” to proceed. The “Material Classification” process enables you to identify the
category of the items you intend to ship. If you would like to see a description, place your
cursor over the option to display its definition.

STEP 6:
Next, you will answer a series of questions describing the material you intend to ship and then
click on “Continue” at the bottom of the screen. If at any time you need to start the process
over you can click “Start Over” at the bottom of the screen to begin the classification process
again.

STEP 7a:
Once you have provided the additional information about the category of material you are
shipping, the eShipGlobal program will verify that you have the appropriate level of training
required to ship that material. In this case the questions have been answered for a Category
B biological material. There are the two training status options possible – this screenshot
shows what would be displayed if your training has been validated via eShipGlobal and the
University’s MyLinc training program. In this instance you would simply click on “Continue”
and proceed with further classification of the material.

The reset button will clear all the information on this page and will allow you to re-enter your
information without starting over.

STEP 7b:
This screenshot shows what you would see if your training wasn’t sufficient to proceed with
further classification of the material. At this point you have the opportunity to click on the
bold and underlined sentence “Click here for more information” and complete the appropriate
training course via MyLinc. Upon completion of the training course, you can start over with
initiating a shipment (see Step 1).

STEP 8:
On this screen you need to supply further information about your shipment such as the
name of the material, and details on the quantity per package or quantity/volume of the total
package. You can use the drop down arrow to change the default value for inner quantity and
total quantity in package. The material database will already be pre-populated with certain
information based on choices made on previous screens.

STEP 9:
After classifying the material, you will provide information on where the package should be
shipped. You can also select the date of shipment, in the upper right corner of the form, if you
would like a date other

than the default listed. Services are available Monday through Friday.
Services are not available on weekends or university holidays.
As you generate shipments the Company Name/Contact Information will begin to populate an
Address Book and can be saved for use on future shipments. Select the “Load from Address
Book” box to utilize this feature.
All sections that have an asterisk “*” must contain information to successfully complete the
shipment. If any information is incorrect (perhaps the wrong unit of measure was selected) or
is missing there will be an error message that appears at the top of the screen in red. You will
then need to provide the correct information in order to proceed.
Once you’ve successfully completed the form you will have the option to: 1) ship the package,
2) obtain a quote to determine the price of shipping the package, or 3) start the process over.
Click on the appropriate option at the bottom of the screen.

ST E P 10 :
If you selected “Ship,” you will now see a screen confirming that your shipment was accepted
for further processing. All required packaging material will be provided by the on-site shipping
vendor, in addition to all of the required documentation for your package.

Thank you for taking the time to learn about the eShipGlobal shipping process. We hope you
have found this tutorial to be helpful. If you have any questions or need additional support,
please contact us via email at shipping@umich.edu or call 734-763-8786.
Thank you,
The U-M Shipping Team

