eShip Global Instructions

1. Go to the following website:

Cc ‘ @ Secure | https://study.eshipglobal.com

8 < +1800816-1615 f v
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International Students and Scholars
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2. Once you are
— on the eShip
EINEENIEERNE Global website,
F =4 click on Student

TRACK MY PACKAGE .
Sign Up.

3. After you have clicked on Student Sign Up, complete the Student Registration form. See below:
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Student Registration

Please complete the form below to register. Please make sure to enter valid details. Once the
form is filled in, click on Register to continue.

1. The address must be entered in English.

4- Enter an 2. Characters are limited to the f
email add ress 3. Address lines 1 and 2 are limited to 35 characters each.
that you have wEmal
access to and

wing:az AZ0-9-_./,#()

(Used for activating your account, and for sending order information)

will check on a *Retype Email

regular basis.
*Password
con 5. Pick a password that you will
(8 chars +)

*Retype Password remember. Write down your login

information — email and password. You
will need it to sign back in.

*First Name

(Fnter Student's name here)




*First Name

(Enter Student's name here)

*Surname/Family Name/Last Name

*Date of Birth

Month v Date Y Year v
*Country

Select country v

*Street Name/Address Line 1

(Current mailing address for receiving documents)
Address Line 2

Address Line 3

*City

State/Province

Zip Code/Postal Code

*City

State/Province

Zip Code/Postal Code

*Phone

(Numeric - 10 digit number for US and Canada; the country code is auto-populated for all countries)

O SReceive alerts via text message

@ | agree to receive commercial email, newsletters and/or marketing information from
eShipGlobal Inc.

7. Click on

Reglster REGISTER

" Required Fields.
! Select a State/Province from the Drop Down Menu; which is reguired for shipping 1o the United States, Canada, and
Mexico. For all other countries, you are not required to make a selection.

2 Countries like United States, Canada, United Kingdom, Mexico, India, China, and South Korea (to name a few) require
postal code. Zip Code/Postal Code field can be left blank for countries that do not have the norm.

“In order to receive 1ot alerts, please make sure that your phone is 3 compatible mobile device and it s not listed on 2

National Do Not Call Registry. Even though eShipGlobal will not charge you for the message, standard text messaging
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6. Enter your
name, address,

and phone
number.




After you have completed all the fields and clicked on Register, the following message will appear:

10lars Universities About Us Conta

Home | Profile | Shipment History | Shipment Tracking | Drop Off Locator | Logout

Thank you for Registering

Welcome to Student shipping.
Thank you for taking the time to complete the registration process. You have taken the first step toward saving money and time.

Activation is required before you can start using your account. An email has been sent to you with further instructions on activating your account. Please note that you will not be able to
login until after the activation step is complete.

If you have not received the activation email from us, please check your bulk mail and spam folders before contacting us at [studentsupport@eshipglobal.com] to resolve the issue.

8. Check your email for a message that confirms your registration. See below:

Dear John Smith,

Welcome to UEMS. Thank you for taking the time to complete the registration process. You
have taken the first step toward saving money and time. Click on the link below to activate
your account. Activation is required before you can start using your account.

(Note: If clicking on the link doesn't work, copy the link and paste it in the address bar of
your web browser and click on go)

https://study.eshipglobal.com/activate/?
email=oipsinto@gmu.edu&ack=tc4bSrk48VfBv4aCWijCrgdthssFCDAJG79020qtIbl534dhS5e

Registration date/time: 5/23/2017 3:25:30 PM

9. Click on the following link or copy the link and
Thank you. paste it in the address bar to complete and

confirm you registration.

Sincerely,
The eShipGlobal Team



As mentioned, it is very important that you check your email right after signing up on Ship Global to
complete the registration. Once you click on the link in the email and confirm your registration the
following will appear:
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Registration - Activation Success

Thank you. Your account has been successfully activated. You can now log in to the system.

10. Check your email for another message that confirms the ACTIVATION of your account.

In this email, you will receive the contact information for eShip Global in case you have any questions.

Dear John Smith,
Welcome to UEMS.
Your account has been activated. If you have a question that is not answered on our site or

have a suggestion, we encourage you to email us at StudentSupport@eShipGlobal.com or
call us at (800) 816-1615. (International callers please call 001-972-518-1775)

Your account summary:
Email: oipsinto@gmu.edu
Created on: 5/23/2017 3:30:08 PM

11. If you are having problems with your

account or have made a mistake — please
Thank you. contact eShip Global either by email or phone.

Sincerely,
The eShipGlobal Team.

P.S. Please retain this email activation confirmation as it contains useful information about
your account.



12. After you have registered and created an account at eShip Global, go back to the website and
sign in to the Student Login screen with your email and password.
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Student Login

Email

Password

Forgot Password?

LOGIN
Resend Activation Email?

SIGNUP

Once you have signed in, the Welcome screen will appear. See below:
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Welcome

Welcome TEST TEST!

g
2)

Il — Os é

— O s o
Get Started Choose University Confirm Address Select Carrier Confirm Payment Request Confirmed
Receive Documents Send Documents

- DS- N OPT Application

120 2019 13. Click on the Application Materials

— following: —

Receive
RECEIVE DOCUMENTS FROM UNIVERSITY d SEND DOCUMENTS TO USCIS
ST ocuments ==
Choose this option if you want your University to send from Choose this option if you want to send your OPT

university.



After you have clicked on Receive Documents form University, a University Selection screen will appear
with a map of the U.S. See below:
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Get Started Choose University Confirm Address Select Carrier Confirm Payment Request Confirmed
——

Step 1 - University Selection

Please click the appropriate state on the map OR select a state from the dropdown list to
continue to University and department selection.

Alternately, you can search for a University by entering its name.

If you do not find your University listed, please contact your University and kindly request
them to register with us at no cost to them.

University Search

Enter at least 3 characters

T . '
.L.=“ % -y . 14. Click on
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After you have clicked on the state of Virginia, VA, you will see a list of universities.
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Get Started Choose University Confirm Address Select Carrier Confirm Payment Request Confirmed
——

University Selection

Selected State: Virginia Start Over
Select the University you wish to receive a document from and click continue.

If you do not find your University listed, please contact your University and request them to

register with us. The service is free for Universities and your initiation can help future

15. Click on George students

Blue Ridge Community College -

Mason University. If
. Carlisle School
you click on the wrong Central Virginia Communty Colege

- - College of William and Mary
unive rSIty please George Mason University
James Madison University
contact eShip Global at Marymount niversity

Northern Virginia Community College
0ld Dominion University
Regent University

CONTINUE




After you have clicked on George Mason University, you will see a list of offices. See below:
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Home | Profile | Shipment History | Shipment Tracking | Drop Off Locator | Logout
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Get Started Choose University Confirm Address Select Carrier Confirm Payment Request Confirmed

Step 2 - Department Selection

16. Click on Office
of Intl Pgms and
SVCS (OIPS). Select the department you wish to receive a document from and click continue.

Selected University: George Mason University Change University

Center for Global Studies -

|T |S VE RY Office of Intl Pgms and Svcs (OIPS)
Office of Admissions

I M PO RTANT TO Eiﬁi:r:xoegnr??fsmslow and Art Histo
PICK THE RIGHT

OFFICE.

CONTINUE

If you click on the wrong office, please contact eShip Global at StudentSupport@eShipGlobal.com and
let them know that you have made a mistake. They may be able to correct it for you.

After you have clicked on Office of Intl Pgms and Svcs, the Shipment Creation screen will appear. See
below:
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Get Started Choose University Confirm Address Select Carrier Confirm Payment Request Confirmed

Step 3 - Shipment Creation

vith your shipping address. Please make sure to enter a valid

email address, as the payment be mailed to the email th enter. Once the form

s filled in, click the "Continue” button to view and compare the service options and rates for

available shipping carriers,

Change Department | Change University

e Aason University
4400 Univ Dr. MS4C3 SUB 1, Rm 4300
Office of Intl Pgms and Svcs (0IPS)
Fairfax VA 22030
United States
Receiver's Address
(Current mailing address)
The address must be entered in English

2. Characters are limit

to the following:a-z A-Z0-9-_./, #(

2 Tha addrace rannnt ha rhannad anea tha ardar ic ranfirmad -
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Select Receiver's Address

Profile (default) .
17 E L you r G# (Address from profile is pre-loaded, change this if your delivery address is different)
here. Remember Student ID
that your G# has 8 600000000 °
numbers. *Country

United States

*Student Name/Contact Name

John Smith 18. Enter an address
<address Line 1 that you trust and
2400 University Drive where you can receive

(All 3 address lines can be used to enter your complete mailing address) pa Ckages' It can be
Address Line 2 your home country.

Address Line 3

*City

Fairfax

State/Province

Home Students/Scholars Universities About Us Contact Us FAQ Get Social

*City

Fairfax

State/Province

Virginia VA v
Zipcode/Postalcode
22030
19. Enter *Phone
your phone 5713459602
num ber a nd (Phone Number has to be all numbers and should not include () -or +)
(Carriers will call this phone number if they have any questions on the delivery)
email again. *Email

johnsmith@gmu.edu

(Copy of the shipment order will be sent to this email address)

20. Pick I-20

*Type of Document fro m th e
20 drop down

(Please choose the document that will be mailed.)

CONTINUE

menu.



As mentioned, type in your G# for Student ID and pick /-20 for Type of Document. For the address, it is
very important that you enter an address that you trust and where you can receive packages. After you
have entered your information and clicked on Continue, the Carrier Selection, Cost and Transit Time
screen will appear. See below:
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Get Started Choose University Confirm Address Confirm Payment Request Confirmed

Step 4 - Carrier Selection, Cost and Transit Time

Find below the estimated costs for shipping to the address you have selected
Please verify the selected address and select the appropriate service from the options listed

Note: The average transit time stated below is from the day your shipment is mailed out.

Sender Receiver Carrier Shipment Amount Sseer]veif:‘e
Office of International Programs John Smith List Price: Usb-3337 2 1 Se |ect
George Mason University 4400 University Drive Your Price: USD 28.19 .
4400 Univ Dr. MSAC3 SUB 1,Rm 4300  Fairfax VA 22030
b You Save: USD 4.98 [15%
Office of Intl Pgms and Svcs (OIPS) United States UPS Next Day Air Saver usav [15%] one Of the
Fairfax VA 22030
United States oipsinto@gmu.edu Standard transit Time: 1 business da i
SR y following

services.

) List Price: 4$p-26.92

Pick the carrier that you want. Some carriers are faster than others but are more expensive. Choose a
carrier based on how fast you would like your I-20 to be shipped and how much money you want to
spend on the shipment.

Once you have selected a carrier, and clicked on Continue, the Payment Screen will appear. See below:
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@) Credit card Pay by Cash (Wire Transfer) Paypal

Enter Credit Card Information

*cardholder's Name : (as it appears on the credit card)

“Credit Card Type : Please select a card type v

*Credit Card Number : (enter the number without ™-"s)

“Expiration Date : 01 v/ 2017 v| MM/YYYY)

“CVV Number : This is the four digit number found on the back of an Amex card, and a 3 digit number found on the back of all

other cards

htion entered, including the Sender and Receiver addresses, and click on Confirm Payment. If you wish to cancel this
hipment with correct address

NGHNSEONENCICRon

Confirm Payment.

22. Enter your payment

E to the delivery address after the sfbment is picked up by the carriers (due to incorrect, or insufficient information). In the event of this

b digits of your credit card for auditing purposes.

Required fields




23. After you have clicked on Confirm Payment, check your email for a message from eShip Global

that confirms your order. OIPS will also receive notification that you have paid the shipping fee.

If you have any other questions or concerns AFTER reading these instructions and watching the eShip
Global video: https://oips.gmu.edu/shipping-options/, please email us at oips@gmu.edu. You can also
contact eShip Global directly at StudentSupport@eShipGlobal.com.

Thank you! ©



