Manage User Settings

Setting your timezone

To update the timezone used for time-stamping entries in the print history, shipment plans, and
shipment plan reports, navigate to the User page in the Settings section of the left menu.
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From the Select Time Zone drop-down menu, select your preferred time zone for reporting
purposes. The default time zone is (GMT -7:00) America/Los_Angeles.
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Click the Update button when done.

Setting your default ship-from address

Your default ship-from address will be automatically applied every time you generate or print a
Combined 2D Label. Setting a default ship-from address will save you some time by preventing
you from having to manually select a ship-from address every time you prepare a shipment.

To set a default ship-from address, navigate to the User page in the Settings section of the left
menu. Locate the Default Ship From setting on the page and select an available address from
the drop-down menu. If no addresses are available, you will need to add a custom shipping
address. Follow the steps in this guide learn how to manage custom shipping addresses.

Default Ship From

Choose Ship From Address A

2D Transit Headquarters, W © S S S i 4

Once you've selected the address you want, click the Update button to continue.



Sharing user settings to another workspace

To share default settings from one workspace to another, navigate to the User page from the
Settings section of the left menu and click the Sharing button to open a small window where
you can select a workspace and settings to share. Please keep in mind that this only applies if
you have more than one workspace in your account.
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Click the checkboxes to select the settings you want to share, and select the workspace you
want to share to from the Workspace client dropdown. Then click the OK button and click the
Submit button on the confirmation pop-up box to continue.
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