
Packing instructions
Single Boxes- Desktops



How to pack?
Step-by-step process

1.

2.



3.

1. You will receive a sealed box 
for your desktop. Open the box 
by cutting the tape.

2. In the box you will find the 
return address label, a 
clamshell*, recycled paper and 
the packing instructions.

3. Open the box, and place the 
cable in the small compartment, 
the desktop in the big 
compartment.

4. Make sure to secure well with 
paper. Pay extra attention to the 
edges.

5. Close the box with the wings 
inside it. 

6. Secure with tape similarly to 
the way when you received the 
box empty. 

7. Place the return shipping label 
on the top of the shipping 
address. The return address is: 
Solvang 6, 
3450 Allerød, Denmark. 

* Use the clamshell in case you have 
mini form factor desktops, in order to 
secure when shipping. 

The batteries MUST be contained in the machines upon shipment. If the batteries are visibly swollen inside the machines they MUST be removed, in order to avoid 
any risks when shipped by air or ship. Also, if the batteries are loose, please remove from the machine before shipment.  !



Important Considerations

Note:
 Please make sure that the serial number on 

the pc is the same as the one on the return 
label. If not, please contact IT for help.

 If you are located outside EU you will receive 
a proforma invoice in the box. Please place it 
along with the box when sending.

4.



How to book a 
collection? 
Step-by-step process

2.

5.



Book a Collection

2. Choose your location

1. Go to www.ups.com

3. Click on Shipping, and 
then go to Schedule a 
Collection. (Do not fill in UPS 
account number)

4. Fill in the Shipping Label 
Questions (as in example below)

Next Page

6.



Book a Collection

5. Fill in your address for 
collection (as in the example below)

6. Fill in the Service And Package 
Information (as shown below)

Next Page

7.



Book a Collection

7. Choose Collection Date And 
Time

8. During the booking of return UPS 
might come up with a handling fee. 
If this happens please add UPS 
account no. 35148Y

9. Once the booking is done, place 
the box with the return label at the 
location you chose as Preferred 
Collection Location. 

8.



Contact Tier1 Asset
Department of Logistics
logistik@tier1asset.com

+45 7025 0760

Return Address
Tier1 Asset A/S
Solvang 6, 3450
Allerød, Denmark

mailto:logistik@tier1asset.com
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