  CO-BRANDED UPS/USPS LABELS

Parcel Return Service (PRS)
Regeana Arrowood, Atalissa IA 52720 11/18/2011
Questions, contact Tony Borts, Operations Programs Specialist, Scanning Coordinator: 515-251-2391

 Certificate of Mailing is the only extra service available for PRS parcels.
ALL OFFICES – All Acceptance clerks, PMs, PMRs, Carriers (City & Rural), Collectors, & 
Back dock employees must scan PRS parcels at point of entry or pick-up.
Carriers must scan the “Carrier Pick-up” form barcode (CPU) as “Yes” or “No” to the question: “Is the shipment complete?” AND ALL package barcodes picked-up as: H-Prepaid Acceptance. The CPU is not linked to Acceptance scans.  If there are more or less packages than listed on CPU, carrier scans the CPU barcode & selects: 
2 – No (to Shipment Complete). Note the discrepancy on CPU & return it to your Supervisor.
Carriers must scan both the CPU AND the PS 5630, if provided. The carrier must also scan ALL barcodes on Parcel Return Service (PRS) parcels & Merchandise Return Parcels as H-Prepaid Acceptance, since they would not be linked to a PS 5630.
Scanning instructions for UPS Co-Branded PRS parcels:

1.  On handheld scanner, Press: ( to H – Prepaid Acceptance. Press: Enter
2.  Scan barcode on package. Press: Enter

If you are NOT a UPS Agent Pickup office, dispatch UPS Co-Branded parcel(s) to your plant using a
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RDC 09-569 placard. No further scanning is necessary. Disregard & cross off instructions below.
This office is / is NOT a UPS RDU (Return Delivery Unit) Pickup office. (Circle one. Black out the other)
If you ARE a UPS (or Dubuque-Newgistics) RDU Pickup office, 
follow additional instructions below.
3.  Select: 1 – Scan Barcode. Press: Enter
4.  Scan barcode on parcel(s). Press: Enter
5.  Select: F - Available For Pick Up. Press: Enter
6.  Your zip code is listed. Press: Enter



7.  Date the parcel(s) & place in designated UPS Pickup Area. 
Fill out PS 6354.
When picked up by UPS, 
follow scanning instructions below

8. On scanner, Select: 1 – Scan Barcode. Press: Enter
9. Scan the barcode on parcel(s). Press: Enter
10. Select: T - Picked Up by Agent. Press: Enter
11. Give parcel(s) to UPS driver & have them sign PS Form 6354.
IF UPS driver has not stopped at PO within 96 hrs 
(excluding Sunday & Holidays) 
Scan parcel(s). Press: Enter. 
Select: Return to Sender/Not Picked Up. 
Dispatch parcel(s) to the plant using RDC 09-569 placard.

Apply entire label. 

Do NOT cut, cross out, or cover label.
Check for “Prepaid Acceptance” scans

Managers & Supervisors – spot check clerks and carriers (when they come back from the street) to ensure packages have been scanned with option “H – Prepaid Acceptance.”

Before scanner is cradled, on carrier’s scanner:
Select: 2 – Review Entries.   Press: Enter
Select: 1 – Search Barcode. Press: Enter
Scan package barcode.
If barcode has Not been scanned, message: “Information Not Found”
Press: ESC   until you’re back to Main Menu page.

Press: ( to H – Prepaid Acceptance. Press: Enter
Scan barcode on package. Press: Enter
Instruct clerks & carriers of proper scanning instructions for Prepaid packages accepted or 

picked up on route. Check all other PRS packages accepted or picked up by that employee.

Follow your office RDU instructions on page 1 for dispatch.

If no message:
Select: 1. View Details Press: Enter
Press: Enter (again for pg 2)
Event code should be: “Accept” if scanned by an In Office User OR

“Picked Up” if scanned by a carrier.       (It was scanned. Good job!)
Press: ESC   until you’re back to Main Menu page.

Follow your office RDU instructions on page 1 for dispatch.

