
HOW TO REQUEST AN ACCOUNT, UPDATE ADDRESS, GENERATE 
SHIPPING LABELS & SCHEDULE PICKUPS

UPS ShipExec  Thin Client Training for New Users



New Account or 
Address Change
HOW TO REQUEST NEW USER ACCOUNT OR UPDATE YOUR SITE’S 
ADDRESS IN UPS



• Both New User and Address 
Update requests are made 
through the BioSEND website, 
biosend.org  

• At the top of the home page, 
select “Coordinate Studies”, 
then “Shipping Information”

 



• Follow the link to request a new 
user account

• You may also access the form 
directly from: 
https://redcap.uits.iu.edu/surve
ys/?s=88TTWY3KAF 

 

https://redcap.uits.iu.edu/surveys/?s=88TTWY3KAF
https://redcap.uits.iu.edu/surveys/?s=88TTWY3KAF


• Begin survey by selecting your 
Study Name and Site



• By selecting to update your site’s 
shipping address, you will be 
prompted to provide the 
new/corrected information for 
your site

• Note that this address is where 
your site ships samples from and 
where you will schedule UPS 
pickups in the UPS system 

• This address will not impact the 
address we have for your site in 
your study’s Kit Request Module

 



• By selecting to request a new 
account, you will be prompted 
to provide the necessary 
information for us to generate 
the account

 



• You may request both an 
address update and new user 
account in the same request

• Ensure to click “Submit” at the 
bottom of the page once you 
have completed the form

• BioSEND will process your 
request in 1-2 business days. 
Please reach out to 
biosend@iu.edu for urgent 
matters

 

mailto:biosend@iu.edu


Shipping Labels & 
Pickups
HOW TO GENERATE A SHIPPING LABEL FOR YOUR PACKAGE & SCHEDULE 
A PICKUP



• Log in to ShipExec  Thin Client: 
https://kits.iu.edu/ups  

• Click on the “Shipping” 
dropdown and click on “Shipping 
and Rating”

 

https://kits.iu.edu/ups


• Choose the name of 
your study from the 
“Study Group” drop 
down menu

• This step must be 
done 1st

• Click on the 
magnifying glass icon



• On the right side of the screen, a 
list of all the site addresses within 
the study you selected should 
populate

• User can filter the search for their 
address further by filling in the 
“Company”, “Contact”, or 
“Address 1” fields

• Hit the “Search” button when 
ready

• Once you have found your site 
address, click on the “Select” 
button to the left of the address

* If you see any information that 
needs to be updated, please use the 
address update request link on 
https://biosend.org/shipping_addres
s.html 

https://biosend.org/shipping_address.html
https://biosend.org/shipping_address.html


• Once back on the main 
page, make sure your 
address populated on 
the left side.

• Enter the total weight of 
your package in the 
“Weight” field

• Leave the “Dry Ice 
Weight” field empty 
or enter “0” if 
shipping an ambient 
sample

• Enter the weight of the 
dry ice for frozen 
shipments in the “Dry 
Ice Weight” field

• The “Dry Ice 
Weight” field can 
never be higher 
than the “Weight” 
field 



• Click on the Pickup 
Request button if you 
would like to generate a 
pickup request at this 
time. Note that the 
pickup will occur at the 
address for your site in 
the UPS system. See 
next slide for details.

• If your site already has a 
UPS pickup scheduled or 
you have a different way 
of getting your package 
to UPS, you do not need 
to schedule a Pickup 
Request. Proceed by 
clicking the “Ship” 
button.

Next step if scheduling a pickup:

Next step if scheduling a pickup is not needed:



• If scheduling a pickup:

• Fill out all fields for the 
pickup request

• Enter in the “Earliest Time 
Ready” and “Latest Time 
Ready” in 24-hour format

• Users must schedule pickup minimum 1 
hour before “Earliest Time Ready”

• Note that the latest time a 
package can be picked up 
will vary depending on your 
local UPS staff and route 
schedules. Please contact 
your local UPS if you are 
unsure of the latest pickup 
time available. 



• Choose a name and number 
that is the best to contact if 
the UPS driver has 
questions related to picking 
up your package

• Entering the Room Number 
and Floor will help the UPS 
driver locate your package

• These fields are numeric characters only

• Hit “Save” when done

• Hit “Ship” to proceed



• Two PDF files should 
download to your computer 
after you click “Ship”

* The “Pickup No:” is the 
reference number to your 
specific pickup request in case 
there are any issues with your 
package being picked up by UPS



• Print out the UPS air waybill to 
any printer at your location

• Fold the UPS air waybill and 
slide it inside the plastic UPS 
sleeve provided in study kits

• Peel the back off the plastic UPS 
sleeve and stick the sleeve to 
your package, making sure it is 
laying as flat as possible along 
the surface of the package.



• If you need to void your 
shipment or reprint your air 
waybill, click on “History” at the 
top of the ShipExec  Thin Client 
page 

• If your shipment doesn’t 
automatically pop up, enter in 
the date of shipment and then 
click “Search”



• To void your package, click on the “X” icon to the far left under “Action”

• To reprint your air waybill, click on the printer icon to the far left under “Action”
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