
EASYSHIP MANUAL

NORTH AMERICA, APRIL 2023



2

TABLE OF CONTENTS

FLOW | REASON SHIPPING 
OPTIONS3

LOGIN INSTRUCTIONS1

DASHBOARD2

STORE-TO-STORE SHIPMENT

4

5

FRAME TO COME (RX)

7

STORE TO VENDOR8

RETURN | RECALL | DAMAGE

9

FREQUENTLY 
ASKED QUESTIONS | 
BEST PRACTICES | CHEAT 
SHEET PER BRAND

11

MULTI-STORE FEATURE & 
ORDER SUPPLIES

10

STORE-TO-CUSTOMER SHIPMENT
6

MULTI-BOX FEATURE

12

TRACKING AND CANCELING 
SHIPMENTS



3

Login using your LUX ID and 

network password

1. LOGIN

ACCESS THIS PORTAL THROUGH YOUR STORE’S CIAO TOOLKIT
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2.  DASHBOARD | HOMEPAGE

1

Ship from is your home store 

address. This 

auto-populates to reflect your 

store number in the upper left 

corner

2

2

Verify your correct store 

number is in the upper left 

corner

1

3

Ship to will begin the 

shipping process. The user 

must select the 

flow/reason from the drop-

down menu

3

THIS DASHBOARD HOME PAGE WILL THEN LOAD AFTER LOGGING IN, ALLOWING THE USER TO NAVIGATE DIFFERENT SHIPPING OPTIONS.
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Select the reason 

for shipping 

from the drop-

down menu

3.  FLOW | REASON SHIPPING OPTIONS

Return:
Option for returning (recall, 

warranty, damaged, etc.) 

product

to the Distribution 

Center

Frame to Come:

RX frame from store

to be shipped to the

Lab for RxO

Store to Store:

Option for 

transferring product between 

stores

Store to Customer:
Option for shipping 

to a customer

Store to Vendor:
Vendor supply

materials

that are incorrectly

shipped to stores or 

need to be shipped 

back to Vendor.

Others:
Any other materials 

or categories not 

classifiable above
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4. FRAME TO COME (RX)

EASYSHIP MANUAL NORTH AMERICA, APRIL 2023
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4.1  FRAME TO COME (RX)

Select your store’s  

correct Lab from the 

drop down menu

1

2 Click shipment info to 

continue to the next 

page

1

2



8

4.2  FRAME TO COME (RX)

Type the required RX Order 

Number

1 2

3

4

5 6

7

Enter RX Order Date 

REQUIRED - Select box name 

and enter  box dimensions 

(estimated) 

REQUIRED – If shipping only 

1 frame, record 0.9 lbs for 

accurate shipping costs.

REQUIRED – Enter description

Select the Category/HS 

Code drop-down menu. 

Choose either 9004.90.00-
Spectacles, goggles... or 

accessory (with battery) if 

product contains a battery 

(ex: Ray-Ban stories)

Click Choose Courier to continue 

to the next page

1

2

3

4

5

6

7
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4.3  FRAME TO COME (RX)

Click select1

2 Click Your Info in the 

top right corner to 

move to the next step.

1

2

Highlight the desired 

shipping method Choose 

the lowest cost shipping 

option when possible 
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4.4  FRAME TO COME (RX)

Select schedule a pickup if your shipping vendor is not 

already scheduled to pick up from your location. 

Otherwise, select “I have already scheduled a pickup”.

Click Payment in the top right corner to move to the next step

Choose the time and date of the pickup

CHOOSE BETWEEN TWO SERVICE OPTIONS

1

2

1

2
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4.5  FRAME TO COME (RX)

Click Confirm to move to the next 

step

THIS SCREEN WILL APPEAR NEXT, INFORMING YOU OF THE COST TO BE CHARGED TO THE COMPANY’S ACCOUNT
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4.6  FRAME TO COME (RX)

Select your shipment that was 

just created. Ensure the check 

mark appears next to the 

correct shipment 

or document.

Click Generate All 

Documents at the top 

right of the screen to 

retrieve and print the 

shipping label

NOTE: If you selected to schedule a pickup, the status will show Awaiting Pickup Confirmation by Courier

This status will update when the pickup is confirmed. 

1

2 1

2
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4.7  FRAME TO COME (RX)

A DOCUMENT QUEUE WILL APPEAR

2

3

1

Click on the document to show the 

options: download or print

1 Select print2 Attach the label to your 

shipment box

3
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STORE-TO-STORE SHIPMENT

EASYSHIP MANUAL NORTH AMERICA, APRIL 2023
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5.1  STORE-TO-STORE SHIPMENT

1

2

3

Select the correct ship to 

store and the store’s 

address will auto 

populate

3

Type in the store number of 

the store you would like to 

ship to

2

Click shipment info to 

continue to the next page

4

Select Store to Store in 

flow / reason

1

4
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5.2  STORE-TO-STORE SHIPMENT

1

2 3

INPUT THE FOLLOWING INFORMATION BEFORE PROCEEDING WITH CHOOSE COURIER

REQUIRED: Select box name &  box 

dimensions (estimated)
2

Type the inventory movement 

reference number if there is no 

inventory number available type 

N/A

1

REQUIRED: Enter Box Weight. If 

shipping only 1 frame record 0.9 lbs 
for accurate shipping costs.

3

4

Enter the unit selling price 

and quantity (Qty)

5

Click Choose Courier to continue to 

the next page

6

Select the Category/HS Code drop-

down menu. Choose either 

9004.90.00-Spectacles, goggles... or 

accessory (with battery) if product 

contains a battery (ex: Ray-Ban 

stories)

4 5

7

7

REQUIRED: Enter description

6
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5.3  STORE-TO-STORE SHIPMENT

1

2

Click select1

2 Click Your Info in the 

top right corner to 

move to the next step.

Highlight the desired 

shipping method Choose 

the lowest cost shipping 

option when possible 
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5.4  STORE-TO-STORE SHIPMENT

Select schedule a pickup if your shipping vendor is not 

already scheduled to pick up from your location. 

Otherwise, select “I have already scheduled a pickup”.

Click Payment in the top right corner to move to the next step

Choose the time and date of the pickup

CHOOSE BETWEEN TWO SERVICE OPTIONS

1

2

1

2
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5.5  STORE-TO-STORE SHIPMENT

THIS SCREEN WILL APPEAR NEXT, INFORMING YOU OF THE COST TO BE CHARGED TO THE COMPANY’S ACCOUNT

Click Confirm to move to the next 

step

1
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5.6  STORE-TO-STORE SHIPMENT

Select your shipment that was just created. 

Ensure the check mark appears next to the 

correct shipment or document.

Click Generate All Documents at the top right 

of the screen to retrieve and print the shipping 

label

NOTE: If you selected to schedule a pickup, the status will show Awaiting Pickup Confirmation by Courier

This status will update when the pickup is confirmed. 

1

2

1

2
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1

2

5.7  STORE-TO-STORE SHIPMENT

Click on the document to show the 

options: download or print

1 Select print2 Attach the label to your 

shipment box

3

3

A DOCUMENT QUEUE WILL APPEAR

1
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STORE-TO-CUSTOMER SHIPMENT

EASYSHIP MANUAL NORTH AMERICA, APRIL 2023
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6.1 STORE-TO-CUSTOMER SHIPMENT

Type in the customer’s information. Always ask the customer for their email and telephone 

number when shipping product to them.

2Select store to customer in flow/reason1

Select Yes in the bottom left corner to indicate this is a residential address3

Click shipment info to continue to the next page4

1

2

3

4
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6.2 STORE-TO-CUSTOMER SHIPMENT

1

2

INPUT THE FOLLOWING INFORMATION BEFORE PROCEEDING WITH “CHOOSE COURIER”

Enter the shippping cost paid 

by the customer. If your 

company funds this, type $0

2

Select frame, in most cases, as the 

commodity sub-category

1

3

Enter SKU and description (as 

detailed as possible when 

shipping to a customer)

5

Click Choose Courier to continue to the next page8Enter the unit selling price and quantity (Qty)7

REQUIRED: Select box name 

and enter box dimensions 

(estimated)

6 Select the Category/HS 

Code drop-down menu. 

Choose either 9004.90.00-
Spectacles, goggles... or 

accessory (with battery) if 
product contains a battery 

(ex: Ray-Ban stories)

3

4

5

76

REQUIRED: Enter Box Weight. If 

shipping only 1 frame, record 0.9 
lbs for accurate shipping costs.

4

RX Order

Frames

8
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6.3  STORE-TO-CUSTOMER SHIPMENT

1

2

Click Your Info in the top right corner to move to the next step2Click select.1

TWO SHIPPING OPTION WILL APPEAR ON THIS SCREEN.
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6.4a STORE-TO-CUSTOMER SHIPMENT

Select schedule a pickup if your shipping vendor is not 

already scheduled to pick up from your location

Click Payment in the top right corner to move to the next step

Choose the time and date of the pickup

CHOOSE BETWEEN TWO SERVICE OPTIONS

1

2

1

2
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6.4b STORE-TO-CUSTOMER SHIPMENT

Click Payment in the top right corner to move to the next step

Choose the time and date of the pickup

CHOOSE PICKUP OPTION

1

2

1

2
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6.5  STORE-TO-CUSTOMER SHIPMENT

THIS SCREEN WILL APPEAR NEXT, INFORMING YOU OF THE COST TO BE CHARGED TO THE COMPANY’S ACCOUNT

Click Confirm to move to the next 

step



Select your shipment that was just created. 

Ensure the check mark appears next to the 

correct shipment or document.

29

6.6  STORE-TO-CUSTOMER SHIPMENT

1

2

Click Generate All Documents at the top right 

of the screen to retrieve and print the shipping 

label

1

2

NOTE: If you selected to schedule a pickup, the status will show Awaiting Pickup Confirmation by Courier

This status will update when the pickup is confirmed. 



Select your shipment 

that was just created. 

Ensure the check mark 

appears next to the 

correct shipment 

or document.

1

30

6.7  STORE-TO-CUSTOMER SHIPMENT

1

2

Click Generate All 

Documents at the top right 

of the screen to retrieve 

and print the shipping 

label.

2
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1

2

6.8  STORE-TO-CUSTOMER SHIPMENT

Click on the document to show the 

options: download or print

1 Select print2 Attach the label to your 

shipment box

3

3

A DOCUMENT QUEUE WILL APPEAR
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7. RETURN | RECALL | DAMAGES

EASYSHIP MANUAL NORTH AMERICA, APRIL 2023



Select return in the flow / reason drop down menu.

The Distribution Center address will auto-populate

1

33

7.1 RETURN | RECALL | DAMAGES

1

2

Click shipment info to continue to the next page2

THE RETURN OPTION IS TO BE USED FOR STORES SENDING RECALLS, PRODUCT DAMAGES OR OTHER ITEMS BACK TO THE DISTRIBUTION CENTER (DC)
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7.2 RETURN | RECALL | DAMAGES

1

2

INPUT THE FOLLOWING INFORMATION BEFORE PROCEEDING WITH “CHOOSE COURIER”

REQUIRED: Select box name and enter box 

dimensions (estimated)

2

Type the return authorization number. If there is 

no return authorization number available, type 

N/A

1

Select the Category/HS Code drop-down 

menu. Choose either 9004.90.00-Spectacles, 

goggles.. or accessory (with battery) if 

product contains a battery (ex: Ray-Ban 

stories)

4

Click Choose Courier

7 Add a new box if there are multiple shipping 

boxes in the shipment

6

3

Enter SKU and description. Skip inserting a 

SKU number if this is a multiple frame return 

shipment(s) such as Recalls. Be sure to still 

include a description for the shipment. 

5

Enter unit selling price. If price is not known, 

use $300 (average) and quantity (Qty)

3

4 5

8

6

REQUIRED: Select box name and enter box 

dimensions (estimated)

8

7
7
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7.3 RETURN | RECALL | DAMAGES

1

2

INPUT THE FOLLOWING INFORMATION BEFORE PROCEEDING WITH “CHOOSE COURIER”

Enter the shippping cost paid 

by the customer. If your 

company funds this, type $0

2

Select frame, in most cases, as the 

commodity sub-category

1

3

Enter SKU and description (as 

detailed as possible when 

shipping to a customer)

5

Click Choose Courier to continue to the next page8Enter the unit selling price and quantity (Qty)7

REQUIRED: Select box name 

and enter box dimensions 

(estimated)

6 Select the Category/HS 

Code drop-down menu. 

Choose either 9004.90.00-
Spectacles, goggles... or 

accessory (with battery) if 
product contains a battery 

(ex: Ray-Ban stories)

3

4

5

76

REQUIRED: Enter Box Weight. If 

shipping only 1 frame, record 0.9 
lbs for accurate shipping costs.

4

RX Order

Frames

8
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7.4 RETURN | RECALL | DAMAGES

ALL RETURNS, RECALLS AND DAMAGES ARE REQUIRED TO BE SENT USING USPS, AS THIS IS THE MOST ECONOMICAL OPTION

Click Select on the USPS shipment option1 Click Your Info to move to the next step2

1

2
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7.5 RETURN | RECALL | DAMAGES

THIS SCREEN WILL APPEAR NEXT, ASKING YOU TO SELECT A SERVICE OPTION

Choose to either Schedule a pickup time 

or Drop-off at USPS

1

Click Payment to move to the next step2

1

2
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7.6 RETURN | RECALL | DAMAGES

Click confirm to move to the 

next step

THIS SCREEN WILL APPEAR NEXT, INFORMING YOU OF THE COST TO BE CHARGED TO THE COMPANY’S ACCOUNT



Select your shipment 

that was just created. 

Ensure the check mark 

appears next to the 

correct shipment 

or document.

1

39

7.7 RETURN | RECALL | DAMAGES

1

2

Click Generate All 

Documents at the top right 

of the screen to retrieve 

and print the shipping 

label.

2
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1

2

7.8 RETURN | RECALL | DAMAGES

Click on the document to show the 

options: download or print

1 Select print2 Attach the label to your 

shipment box

3 3

A DOCUMENT QUEUE WILL APPEAR
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8. STORE TO VENDOR

EASYSHIP MANUAL NORTH AMERICA, APRIL 2023
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8.1 STORE TO VENDOR

Select Store to Vendor in 

flow / reason
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8.2 STORE TO VENDOR

Type in the Vendor’s information.1

Select No in the bottom left corner to 

indicate this is not a residential address

2

Click Shipment Info to continue to the 

next page

3

1

2

3
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8.3 STORE TO VENDOR

1

2 3

INPUT THE FOLLOWING INFORMATION BEFORE PROCEEDING WITH CHOOSE COURIER

REQUIRED: Select box name &  box 

dimensions (estimated)
2

Type the commodity and add an 

additional comment if necessary.

1

REQUIRED: Enter Box Weight. If 

shipping only 1 frame record 0.9 lbs 
for accurate shipping costs.

3

4

Enter the unit selling price 

and quantity (Qty). If price 

is not known, use $300 

5

Click Choose Courier to continue to 

the next page

6

Select the Category/HS Code drop-

down menu. Choose the product 

provided in the list

4 5

7

7

REQUIRED: Enter description. Be 

sure to include a description/reason 

for the shipment. 

6
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8.4   STORE TO VENDOR

1

2

Click Your Info in the top right corner to move to the next step2Click select.1

ONLY ONE SHIPPING OPTION WILL APPEAR ON THIS SCREEN.
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8.5 STORE TO VENDOR

Select schedule a pickup if your shipping vendor is not 

already scheduled to pick up from your location.

Otherwise, select “I have already scheduled a pickup”.

Click Payment in the top right corner to move to the next step

Choose the time and date of the pickup

CHOOSE BETWEEN TWO SERVICE OPTIONS

1

2

1

2



47

8.6 STORE TO VENDOR

THIS SCREEN WILL APPEAR NEXT, INFORMING YOU OF THE COST TO BE CHARGED TO THE COMPANY’S ACCOUNT

Click Confirm to move to the next 

step

1



Select your shipment 

that was just created. 

Ensure the check mark 

appears next to the 

correct shipment 

or document.

1

48

8.7 STORE TO VENDOR

Click Generate All 

Documents at the top right 

of the screen to retrieve 

and print the shipping 

label.

2

1

2
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1

2

8.8 STORE TO VENDOR

Click on the document to show the 

options: download or print

1 Select print2 Attach the label to your 

shipment box

3
3

A DOCUMENT QUEUE WILL APPEAR
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9. TRACKING

EASYSHIP MANUAL NORTH AMERICA, APRIL 2023
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9.1  TRACKING

NAVIGATE TO THE HOME SCREEN’S DASHBOARD PAGE

Click Manage Shipments listed in the far left column. This 

action will take you to another screen.
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9.2  TRACKING

Click the hyperlink tracking number for the 

shipment you would like to see.

This action will take you to another screen.

1
1
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9.3  TRACKING

Click the hyperlink tracking number in the bottom right corner if you 

would like more detailed tracking information. 

This action will take you to another screen, redirecting the user to the 

shipping vendor’s tracking page.

1

1

A POP-UP SCREEN WILL APPEAR TO GIVE THE USER A QUICK SUMMARY OF WHERE THE SHIPMENT IS IN THE PROCESS

1
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9.4  TRACKING-ADDITIONAL & CANCELING A SHIPMENT 

Click the three dots to the left of the Status column for the shipment

This action will take you to another screen, showing the shipment details and 

the option to Cancel the Shipment if needed. 

1

1



55

9.5  TRACKING-ADDITIONAL & CANCELING A SHIPMENT 

Click Copy Tracking Link to check the status of 

the shipment in real time 

Scroll to the bottom of the page to have the option to cancel the shipment. 

A shipment may be canceled at anytime before handing the shipment over to the vendor. 

HERE YOU WILL SEE ALL HISTORICAL DATA IN REGARDS TO THIS SHIPMENT

This section will also provide more specific details around your shipment and allow you to send 

notifications to the receiver . 
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10. MULTI-STORE FEATURE & ORDER SUPPLIES
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10.1  MULTI-STORE FEATURE

NAVIGATE TO THE HOME SCREEN’S DASHBOARD PAGE

Click Switch Account below the default store number. This 

action will take you to another screen.
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10.2 MULTI-STORE FEATURE

Type the store you wish to 

switch to

.

1

1

2

Click login

This action will take you the store you 

selected. Please keep shipping as from 

manual

2
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10.3  ORDER SUPPLIES

1
UPS: log in with Campusship 
credentials to order supplies

2Link to the supplies 
ordering web pages

1 FDX: log in with FDX 
credentials to order 
supplies

3

2

3
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11. MULTI-BOX FEATURE

NORTH AMERICA, APRIL 2023EASYSHIP MANUAL



1
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11.1  MULTI-BOX FEATURE

IN CASE YOU NEED TO ADD MULTIPLE BOXES FOR THE SHIPMENTS TO THE SAME ADDRESS

Add item 

This action will allow you to add 

multiple skus for the shipment

1

Duplicate box information

This action will allow you add new 

boxes to the shipment

2

2

2
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11.2 MULTI-BOX FEATURE

Print label

Once chosen carrier and 

pick up method, print the 

shipment label 

11
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11.3 MULTI-BOX FEATURE

You will see multiple labels in the same printing session
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12. FREQUENTLY ASKED QUESTIONS | BEST PRACTICECS

EASYSHIP MANUAL NORTH AMERICA, APRIL 2023
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12.1  FREQUENTLY ASKED QUESTIONS

WHAT IF I AM NOT ABLE TO ACCESS INTO THE SHIPPING PAGE WITH MY LUXID AND PASSWORD CREDENTIALS?
Please escalate to the Store Operation partners and, in the meantime, try with the other colleagues' credentials to access and ship out. The Store Ops team will escalate to 

TSP team and resolve the problem as soon as possible

WHAT IF I AM NOT ABLE TO SHIP WITH THE NEXT-DAY-AIR SERVICE FOR CERTAIN FLOWS?
That would mean that the logistics is not allowing the next day air shipping method for that service

WHAT IF I DON’T KNOW THE DIMENSIONS OR THE WEIGHT OF THE BOX?
Please make sure to insert the estimated dimensions and the estimated weight of the shipping box to avoid the company to pay the extra package correction fee 

WHAT IF I DON’T KNOW THE VALUE OF THE PRODUCT?
If it is not written anywhere, please insert the average $300 per piece estimated value

WHAT IF THE STORE I NEED TO SHIP TO IS NOT IN THE ADDRESS BOOK OF THE SHIP-TO-STORE FLOW?
Please escalate to the Store Operation partners and, in the meantime, ship as “Ship to Vendor” so you will be able to enter the missing store address. The Store Ops team 

will escalate to the TSP team and resolve the problem as soon as possible

WHAT IF I AM SHIPPING FRAME TO COME TO A LAB THAT IS NOT IN THE ADDRESS BOOK OF THE LABS?
Please escalate to the Store Operation partners and, in the meantime, ship as “Ship to Vendor” so you will be able to insert the missing lab address. The Store Ops team 

will escalate to the TSP team and resolve the problem as soon as possible

WHAT IF EASYSHIP IS HAVING PROBLEMS AND I AM NOT ABLE TO SHIP OUT?
Please escalate to the Store Operation partners and, in the meantime, ship with UPS Campuship or the previous method you used to use to ship out. The Store Ops team will 

escalate to the TSP team and resolve the problem as soon as possible
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12.2  BEST PRACTICES

If you are shipping with Frame to Come flow, if the lab is in your same state, then please ship UPS ground, otherwise, please ship with UPS Next 

day air saver service
2

If you are only shipping one piece out, for Store to Customer and Returns, please insert 0.9lb as weight, so you can use 

the USPS service
1

If you are shipping to the Residential address, please do not forget to activate the residential buttom on the left coner of the shipping page 

when inserting the customer’s address
3

When you are shipping multiple boxes, do not forget to add new box and do not forget to add the estimated dimension and weight of the box 

to avoid carrier package correction fee
4

Only use the “Other” options if you really are unsure of what flow you are shipping with5

Please always report wrong addresses, missing addresses and missing labs to the Store Operation and Transport team in order to improve the 

user experience
6

780366
Sticky Note
Update: Do not use UPS Ground to ship to RxO labs. Always use UPS Next day air saver
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12.3  SHIPPING CHEAT SHEET
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12.4  SHIPPING CHEAT SHEET

1

Unit Selling Price:
- Frame 100$
- RX 150$
- Stories 200$
- In case of mixture of goods, please put 150$ Flat value

1
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12.5  SHIPPING CHEAT SHEET



THANK YOU

NORTH AMERICA, NOVEMBER 2022

EASYSHIP MANUAL
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