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How to Request to Have Documents Sent to You from GEO Via Express Mail
Express Mail Through eShip Global

· Requesting your documents through express mail is at YOUR expense and your credit card will be charged upon requesting the service.

· You may request a shipment either to a foreign address, or to a U.S. address.

· If your requested documents will be sent to a U.S. contact address, that is not your own, please include the name of the person who lives at that address. 

· You must use the Web site provided below – do not go through DHL or FedEx directly.

· To request express mailing of your documents, go to the following eShip Global Web site. 

· https://study.eshipglobal.com 

· Click on the “Sign Up” button under the Students Section.

· Once you are registered, an email will be sent to allow you to activate your account.  Once you activate your account, you are able to log in.
· Follow the step-by-step “Instructions for Creating a Shipment” guide on the next page to set up the delivery. 
· Depending on the document you are requesting, processing time may be up to 5 business days, from the date your request is approved until the day your document is shipped. Shipping time estimates provided by eShip Global reflect how long the document is expected to be in transit from the time it is mailed.

· If your mailing address changes after the time you first enter your information into eShip Global (i.e. you want your document sent somewhere else), you must log in again to make the update.

Information You Will Need for eShip Global

· You will be required to create your own user name and password in order to create an account. To request shipment, you will need your student ID number, mailing address, e-mail address, phone number and credit card information. 

· Please pay close attention to the information submitted, as errors in the credit card information or submitting incorrect or incomplete address information will result in a delay in the mailing of your requested documents. 

· If you experience any difficulty in registering and processing the shipment, please use the “Help” link in the site for step by step instructions. 
Instructions for Creating a Shipment: 

· Click on "Receive Documents from University" from the Home page and follow these instructions: 

· Type “University of New Mexico- Main Campus” in the search box provided or  Click “New Mexico” on the map or Select “New Mexico” from the “select state” drop down list.  
· Select “University of New Mexico-Main Campus” and click on "Continue". 
· Select Global Education Office and click on "Continue".
· Complete the shipping form including the type of document to ship (e.g. EAD card, letter, etc.) and click on "Ship/Quote". 
· On the confirmation page, check your shipment details and select your desired service from the available options (either FedEx or UPS ONLY)
· On the next page, fill out the credit card information form. 
· Click on "Confirm" and upon successful shipment creation; you will be presented with the shipment summary page along with the tracking number. 
· UNM will be notified about your request. The necessary documents will be sent to your address as soon as your documents are ready and your shipment request is placed. You can track the shipment using the tracking number provided. 

   Please make sure you have the correct “From” address (UNM’s) and “To” address (your address) before submitting your order.
