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Contact 
Michelle Nienhuis at 
Michelle.Nienhuis@dhss.mo.gov
 
 when you have extra formula to add to the extra formula database list. 
UPS Electronic Shipment Instructions
Go to 
htt
p
://ww
w
.ups.com/content
/
us/en/index.jsx
 click on register link and complete the Service Agreement.  This screen will appear next.  Complete the registration form to create your “MY UPS” account.  
)





When you have completed registering you will receive an e-mail confirmation, which you will want to keep on file in your agency.  

Next, click on the “BEGIN YOUR SHIPMENT” link.

Complete the “CREATE A SHIPMENT” form.  

Then, you will be required to “complete the ship to” information. 

Next, click on the “ADD SHIPPING OPTIONS” link 

· Shipment Information section 
Click on the drop down arrow and select “UPS 2nd Day Air”.  

Click the drop down arrow and select number of packages.  

· Quantum View Notify section is optional.  You can send an e-mail message at the time of shipment, when an exception occurs, or when your shipment is delivered.

· Package Information section completed as instructed on the form.   

· Under the Payment section
At the bottom of the screen, select Bill Third Party. 

Enter UPS account number – 680714

Third Party Postal Code - 65109 5796

Then, click on the “SHIP NOW” link.  

NOTE:  When shipment has been sent the receiving agency should notify Michelle Nienhuis to remove the extra supply of formula from the extra formula database.
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Contact Information

Name:

Title:

Company or Name
Street Address:

R, Fl, Apt

Dept.

city:

State/Pravince/County (Other)
Us/Canada/Ireland;

Select One

Postal Code:
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