
Enter a placeholder 
weight (any number is 
fine, it just needs to be 
populated)

Select the Business Unit 
dropdown and press 
"0" if you have multiple 
Business Units.  Select 
the Department and 
press "7" to open it

Enter your Ship To or 
click an address from 
the list

Click "Save to" to save 
your address

Choose your Delivery 
details.  Select Rate 
Shipment to shop by 
Best Rate

Click PRINT RTS.  Click 
Download.  Attach the 
RTS to package
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