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Label Creation Overview

The Enhanced Click-N-Ship® experience is catered specifically towards business account
customers that create multiple labels a day. The Enhanced Click-N-Ship® application allows
business account customers and personal account customers to more efficiently create and pay
for labels beyond the current Click-N-Ship® capabilities. For more information on the Enhanced
Click-N-Ship® application, see Enhanced Click-N-Ship® Overview.

This user guide will cover all of the Label Creation Methods available within the Enhanced Click-
N-Ship® application and will serve as a step-by-step guide on how to use them.

Thank you for choosing USPS® for your packing and shipping needs!


https://faq.usps.com/s/article/Enhanced-Click-N-Ship-Experience-CNSv2#uploading_labels

Create a Single Label

Create individual labels manually within our improved creation process.

Domestic Label
Create a domestic label for a single recipient following the steps below.

1) Begin Single Label Creation Process - Two Options
a) Option 1: Click on Create a Single Label located on the landing page.

Let's get started! How would you like to create your labels?

. Create a Batch
Create a Single Label Import Labels Start From Address Book
;
Crezate individual lsbels manually Organize your la.l.}EB inio & Import multiple labels via a File Start multiple labels in Label
e ) ) batch and utilize cur ) L R
within our improved crestion ) - ) Upload and continue editing in Manager by bringing in addresses
streamlined multi-label creation
procesa. Label Manager. from your Address Book.

process.

b) Option 2: Click on New Label located on the Label Manager page.

Lapel Manager / Shipping History / Aodress Book [/ USPS Connect® | DirectConnect [ Preferences
All Labels {2} Eatchas {1}

New Label Use Address Book * Refresh Add All Complete to Gart >

& new Label

by dafe and Hime cragiad. Each new labsl will appear at the top of the table.
§ Mew Batch Service and Package Package Details Exira Services Total Price All Labels b
T File Uploaa

otten USPS Ground Advantsge™ Cubic Chooss Your Own 18 0z Insurancs $6.97

Box VElue: $5 &
RMAM 5T USPS Tracking
Marketplace Impert i i i Sendar amall is i
E' P P! . IL, B0€03- Edit Service And PACckage Edit I.?acksge + Add Extra e y Edit w
Detsils

Services

2) Enter Sender Details
The Sender Details section is pre-populated by default based on the address associated
with your account. To change or update this default address, refer to the Preferences tab
located at the top of the landing page.

a) To utilize a one-time return address, select the Use a one-time return address
checkbox.



Sender Details

You can manage your return addressas in Preferences.

I|:| Uss & one-time rsturn eddress (DI

“Salect your retumn addess

Clark Kent
300 SUPERMAN 5T -
CHARLOTTE, MC 28282-2550

Ehip from a different ZIP Code™

b) Ifthe Use a one-time return address is selected, a New Return Address modal
will be displayed.

i. To pre-populate the sender information from a saved contact in your
Address Book, enter the contact’s name in the Search your Address Book
text field and select the suggested contact.

ii. To manually enter the sender information, enter the details in the required*
text fields.

iii. To save the senderinformation to your Address Book, select the Save to
Address Book checkbox.

iv. Once the sender information is entered and you are ready to proceed, select
Next.



New Return Address

(i) Search your Address Book 8]

*Sender Information

Pleasa provide first and last name and/or company.

Fr=z Mama Mi L=t Marma

First Mams Is Reguired Last Mams is Reguirad

Compary

C3"1:E"|:|' Hemea s Reqguired

Pheons (opticnal) Email {opsional)

(i)

Sender Address

Pleasa provide a valid address. Required fields are marked with an asterik (7).

“Eireat Addrass Apt/Surte

Sirest Address s Required

City “Statz “ZIP Code™

o ‘ AL - Algbams ~ ‘ ‘ o ‘

C Ly IS Feguirsd Zlp Cods™ |5 Reguired

I [0 ssveto Address Eock I

(iii )

c) To utilize a previously saved return address, select the toggle down located under
the Select your return address section, and select an address from the list.



Sender Details

You can manage your return addressas in Preferences.

[0 use = one-time rsturn eddress (L)

“Salect your retumn addess

Clark Kent

300 SUPERMAN 5T
CHARLOTTE, NG 28262-2550

Ehip from a different ZIP Code™

i. Once selected, will also be able to create a new return address by selecting
the Create a new Sender Address hyperlinked option.

“ESalect your return addess

Clark Kent

300 SUPERMAN 5T
CHARLOTTE, NG 28262-2550

Clark Kent

300 SUPERMAN 5T
CHARLOTTE, NG 28262-2550

John Dos

300 SUPERMAN 5T
CHARLOTTE, NG 28262-2550

Ted Buckland Jr (FOLDER 3HOP)

Cregts 8 new Sendsr Addrsss

= =

d) Ifthe Create a new Sender Address option was selected, a New Return Address

modal will be displayed.
i. To pre-populate the sender information from a saved contact in your
Address Book, enter the contact’s name in the Search your Address Book
text field and select the suggested contact.



To manually enter the sender information, enter the details in the required*
text fields.

To save the sender information to your Address Book, select the Save to
Address Book checkbox.

To set the sender information as your default return address, select the Set
as Default Return Address checkbox.

Once the sender information is entered and you are ready to proceed, select
Next.

New Return Address

o

Sarch your Addrass Book Cl

*Sender Information

Pleasa provide first and last name and/or company.

Frs: Nama MI Last Mama
Frst Mams s Regquirsd Last Mams s Requirsd
Compary
Compeny Mems s Requirsd
(ii)
Phons (opticnal) Email {opsional)
Sender Address
Please provide a valid address. Required fields are marked with an asterik (7).
“Emeat Acdrass Apt/Suite
Strest Address s Feguirsd
City “Etatm “ZIP Coda™
{E} ‘ AL - Alebama e ‘ ‘ {E} ‘
Clty Is Fiegquirsd Zlp Code™ |5 Reguirsd
[0 saveto Address Book
(i —iv) Bl s=tes Doteutt Rsturn Agdress




e) Ifyou are shipping from a different ZIP Code™ than the ZIP Code™ indicated in your
Return Address, please enter the correct shipping from ZIP Code™ in the Ship from
a different ZIP Code™field (e.g.: | am shipping items out of a warehouse in
Washington, DC, but items should be returned to my location in New York. | would

indicate | am shipping from Washington DC).

Sender Details

You can manage your return addressas in Preferences.

[0 use a one-tims rsturn eddress (1)

“Salect your retumn addess

Clark Kent

300 SUPERMAN 5T
CHARLOTTE, NC 28262-2550

Ehip from a different ZIP Code™

f) To optinto Sender Tracking Notifications, select the Send me tracking
notifications checkbox.

Email
jehn.dosEgrmail .com

Phone [ SMS Text Message
(704) 7BO-2387

D Saend me tracking notificetions

g) Once the Send me tracking notifications checkbox is selected, a Tracking
Notifications for Sender modal will be displayed.
i. Enterthe desired emailin the Email text field or the phone number in the
Phone text field. (note, international phone numbers are currently not
supported by the Enhanced Click-N-Ship® application).
ii. Selectthe Type of Notifications that you want to receive.
iii. Select Save to save these changes.



Tracking Notifications for Sender

Enter an email and’or phone number to receive notifications.

Email Fhane

(i) I 2}‘

Emell is reguinsd Phons IS reguirsd

Select which types of notifications you would like the user to receive?

Email Text

All Bslow Updsetas

Expact Delvary Updatss
(i) Cay of Delivery Updates
1
Peckegs Deovary

Avalehis for Pick Up

Deivery Expectetion Updetes

Packags In Transit Updatss

3) Enter Recipient Details
Within the Enhanced Click-N-Ship® application, you have the capability to either enter the
recipient details manually or select an address from your Address Book.

a) To pre-populate the recipient information from a saved contact in your Address
Book, enter the contact’s name in the Search your Address Book text field and
select the suggested contact.

i. To be redirected to your Address Book, select the Manage Address Book
hyperlink.

10



Step 1: Recipient Details

Search your Address Sook Q

Manage Address Book

b) To manually enter the recipient’s information, enter the details in the required* text
fields.

*Hecipient Information

Please provide first and last name andfor compary

First Ham= o Last Mama

o] |

First HMamsa = requirsd Last Hama I= regquirsd

Company

| o]

Company l= required

Recipient Address
Pleaze provide a valid addrass. Reqguired fields are marked with an asterizk (7

“Courtry

United Stetes of Amarice hd

“Street Address AptSuitaOthar

)|

Strest Address |s required
“City “State “ZF Coda™

{E}‘ ‘ AL - AlaDema V| ‘ D

City = required ZIP Coda™ s requirsd

c) Ifyouwould like to enter a reference number, enter the number in the Reference
Number text field (note, this reference number will be printed on the label and has a
maximum character limit of 30 characters).

11



Beferance Mumber 7 Mot {this will prirt on the labal)

M Crarmeter Limit 20

USPS® Smart Lockers are available in 2olect locations! They let you ship to pacple
via salf-zervice pickup at free, sacure Smart Lockers in Post Office * Jocations. You

will have the option to ship aigible shiprments to a USPS Smart Locker at checkout
Learn maors.

d) Save to Address Book (optional): if the recipient information that you entered is
new and you would like to save it as a contact in your Address Book, select the Save
to Address Book checkbox.

i. Note, the contact information will only be saved to the Address Book once
the label is either saved to your Label Manager or added to the Label Cart.

USPS® Smart Lockers are available in 2olect locations! They lat you ship to pacple
via salf-zervice pickup at free, secure Smart Lockers in Post Office " locations. You

will have the opticn to ship eligible shiprments to a USPS Smart Locker at checkout
Laarn maore.

I Save to Address Sook

D Send reciplent trecking notifications

[0 Hola for Pickup at Post Office™

e) Send Recipient Tracking Notifications (optional): if you would like the recipient to
receive text or email notifications about the package, select the Send recipient
tracking notifications checkbox.

i. Note, the recipient will receive a notification from USPS® asking them if they
would like to opt-in to tracking notifications.

12



USPS® Smart Lockers are available in 2olect locations! They lat you ship to paople
via self-service pickup at free, secure Smart Lockers in Post Office " locations. You
will have the opticn to ship eligible shiprments to a USPS Smart Locker at checkout
Learn mora.

[0 save to Addrass Sook

D Sand reciplent trecking notifications

[ Hola for Pickup at Post omMoe™

ii. Once selected, a Tracking Notifications for Recipient modal will be
displayed where you will be required to enter the recipient phone number
and / or email (note, international phone numbers are currently not
supported by the Enhanced Click-N-Ship® application).

iii. Selectthe Type of Notifications that you want to the recipient to receive.

iv. Select Save to save these changes.

13



(i)

(ii)

Tracking Notifications for Recipient

Enter an email and/or phone number to receive notifications.

Email Phans

]

= velld format Pmons IS required

Salact which types of notifications yvou would like the user to receiva?

oy
a1

Email

All Below Updstas

Expact Delvery Updstss
Day of Delivery Updsetaes
Feckags Deivery
Avaleble for Pick Up

Deivery Expectetion Updetes

Packags In Transit Updatss

f) Hold for Pickup at Post Office™ (optional): if you would like to have your package
held at a designated Post Office™ location for pickup, select the Hold for Pickup at

Post Office™ checkbox.

14



UsPS® Smart Lockers are available in salact locations! They lat you ship to
pecple via self-sarvice pickup at frea, sacure Smart Lockers in Post Offica™
locations. You will have the option to ship eligible shipments to a USPS Smart
Locker at checkout. Learm more.

[ save o agdress Soox

[ sendreciolant trecking notifications

I D Hold for Plckup 8t Post Office™ I

i. Once selected, a Hold for Pickup modal will be displayed. To find the
nearest Post Office™ location available for pickup, Enter the desire Zip
Code™in the Enter the ZIP Code™ text field.

Hold for Pickup

If available, yvou can select a Post Office™ to hold the shipmeant until the recipient picks it up.

“Entara ZIP Coda™

to salect a location

Mearest Location(s)
The shipment will be held until the recipient can pick it up.

ii. Selectthe desired Post Office™ from one of the options displayed.

15



Hold for Pickup

If available, you can select a Post Office™ to hold the shipment until the recipient picks it up.
“Entar a ZIF Coda™

28262 o]

Mearest Location(s)
The shipment will be held until the recipient can pick it up.

0 NORTH TRYON
&700 M TRYOM 5T

Awailable Services:
Priority Mail Express®

CHARLOTTE, MC, 28213-8708 Priority Mail®
USPS Ground Advantage™
Pestomes mows @ Priority Mail® Cubic
USPS Ground Advantage™
Cubic
) MEWELL Awvailable Services:
&106 OLD CONCORD RD Priarity Mail Express®
HWEWELL, MG, 26128-0887 Priority MailE
USPS Ground Advantage™
Pestomes sows @ Priority Mail® Cubic
USPS Ground Advantage™
Cubic

iii. Toreceive text and / or email notifications to notify you or the recipient
that the package is ready for pickup, enter the email and / or phone number
in the respective text fields.

iv. Select Save to proceed to the next step.

“Enter an email and phone number for the sender and recipient to recaive notifications.

(iii )

Sxndar Email Aecipiar Email
of |
Sendar Emall Is required Emall must e valld format
Sendar Phone £ EMS Ted Meszags Aacipiam Phone / SME Taxt Massage
© | ®
Sender Phons / SMS Tet Messege = requirsd Reciplsnt Phone £ SKMS Text Message IS requinsd
Save (iv)

16



g) Confirm Sender and Recipient Details: once the sender and recipient details are
entered and you are ready to proceed to the next section, select Next (Note, you will
not be able to proceed to the next section unless this is selected).

USPS® Smart Lockers are available in solect locations They let you ship to
pecple via self-sarvice pickup at free, secure Smart Lockers in Post Off e’
ocations. You will have the option to ship eligible =hipments o a USPS Smart
Locker at checkout. Leam more.

[] seveto Addrass Sook

Sand reciplent trecking notifications

Emil Phans / 3MS Text Messags
Jonn.dos@gmall.com (704) 780-2387
Edit Motificetion Settings

Hold for Plckup a1 Post Oflice™
HORTH TRYON
A700 W TRYON 3T CHARLOTTE, NC 25213-8735
Post Office™ Hours  (7)

Changs Locstion

4) Select Hazardous Material Type
Does this package contain anything potentially hazardous? Examples of mailable
HAZMAT include batteries, perfume, paint, aerosols, and more. There are types of HAZMAT
that are not mailable. To view a detailed list of HAZMAT examples, select ‘View examples
of mailable and nonmailable hazardous material.

a) Ifyour package DOES NOT contain anything potentially hazardous, select ‘No, | am
not shipping anything potentially hazardous’ and you will be directed to the next
section.

b) If your package DOES contain anything potentially hazardous, select ‘Yes, this
parcel contains potentially hazardous materials (HAZMAT)’.

17



Step 2: Hazardous Materials

Does this parcel contain anything potentially hazardous?

Examplas of mailable HAZMAT include batteries, perfume, paint, asrosols, and mone, Thas
are types of HAZMAT that are not mailable. View what is mailable and what is nonmailable
HAZMWAT

Do Mot Mall Mercury! Marcury is a hazardous, sitver liguid metal. Mercury is
ﬁ_‘\,, inzide many oldar devicas like barometars, thermnometars, blood pressure cuffs,
themostats, and switches. Learn more.

‘Yes, this parcel contains potsntily Mo, | am not shipoimg anyihing potsntiaiy
hazerdous matarial [HAZMAT) nezardous

(b) (a)

i. Once selected, a HAZMAT modal will be displayed. Read through the list of

Mailable and Nonmailable HAZMAT types, and select | understand to
proceed with selecting a category type.

ii. Ifyou are not shipping a HAZMAT material and would like to go back to the
previous page, select Nevermind, | am not shipping HAZMAT.

18



HAZMAT

The following iterns are conzsiderad hazardous materials (HAZMAT) or Dangearous Goods

Here are examples of HAZMAT items which are regulated in the mail:

Mailable HAZMAT Nonmailable HAZMAT (Prohibited)
ABMS SPrays Alr bags

Esttarss non-spllilabis) Ammunitian

Dry o= Bulk shipments of HAZMAT
Flammabile liquids Dymamits

Lightsrs (USPS authaorization requirsd)  Firsworks

Lithium Betteries Gasolins

Matches High Paowered Lithlum BEatterias {l.&., bikas, alactric cars, scootars)
Hell Polish Remover *Mercury

Perfums Purs Acstons

Propens

*Do Not Maill Mercury! Mercury is a hazardous, silver liguid metal. Mercury is inside many older
devices like thermometars, blood pressure cuffs, thermostats, and switches. Learn More

Mote: This i net an al inclusive list of mailable or prohibited items. Please refer to USPS
Publicaticn 52 (Pub 52) for quantity, packaging, and labaling guidance for mailable iems andfor to
ensura your shipment is not prohibitad inthe mail.

Shipping improparly prepared, undaclared or prohibited HAZMAT can result in civil and
criminal penalties under federal law. The following tutorial will halp you kearn how 1o sacuraly
package, label and ship HAZMAT for domestic destinations through USPSE. View tutorial at
whenw usps . com'hazmat

(i) (ii)

m Nevermind, | am not shipping HAZMAT

iii. Selectthe HAZMAT type from one of the options listed in the dropdown.

19



“What typs of mailabls HAZMAT are you mailing? (F nat Istad, it may net be mailabls. Leam Moms)

Salsct b

Alr Elglble Ethenol (suthorized fregrance and hend ssnitlzsr shipmsnts)

Toy PropslentSatety Fuss

Hazardous katerisls Class 3 - Package (Hand sanftizer, rubbing alcohol, sthenol bass products,
flammsabla llquids stc)

Fagioactlve Matsnais (s.g., SMoks detectors, MINSrais, gun Sights, &tc. - Soeclal rsguinsments
1 Peckaging Instructions 7A requiramants)

5) Enter Items Information (optional)
a) This Items section is optional for domestic packages and only required for
packages that require a Customs Form (such as International or military based
addresses). To enter your items information, select Add Item(s).

Step 3: tems (optional) @ Add ltemis)

b) Once selected, the section will expand. Enter the item information in the required
fields.

20



Step 3: ltems (optional) @

Mz 30
Itam Quantity waignt (3) Value
Ho ftams added
lem Desarigtion Cusatiny Total hermis) Wizight Tosal ltamis) Valus
| o[- #[ of=|| of=][:] o]
Mo 30
‘ Add lem ‘

Error: Al fields ae required io add an dem.

Plaase add item descrption. Pounds or cunces must be greatar than xem. Value must ba greater than zem.

c) Select Add Item to save the item information.

Step 3: tems (optional) ©

Mac 30

Itam Quantity weignt (3} Value




6) Select Package Type
a) Ship Date: select the date that you would like the package to ship (you may now
select a date up to 7 days from today).

Step 4: Packaging

“Ship Date (Choosa a date up to 7 days away from today)

11426/2024 &

Hovember 2024 = e

Su Mo Tu We Th Fr Sa
:| Update from Step 3

0 for insuranca

zhipping @

B TR
26 27 B 20 W

b) Package Value (optional): manually enter a package value up to and including
$5,000.00 for insurance or select Update from Step 3 to auto populate the package
value that you entered in Step 3: Items (if applicable).

Step 4: Packaging

“Ship Date {Choose a date up to 7 days away from today)

11/26/2024

Bt

Packapa Value faptiona) (L)

H] o |Update from Step 3

Entar a valus up ta and including §2,000.00 for insurance

c) Package Type: select a USPS package type from the two options available (Flat
Rate Packaging or Choose Your Own Packaging).
i. If youwould like to quickly fill in the package information with a saved
favorite package type (via Preferences), select the Quick-fill with a Favorite
dropdown.

22



Let us know what you're shipping @)

Start from a favoribe or sslect a padkaging type

Quick-fill with a Favorite -

Testng - Priorty Mell Exprass® Legal Fist Rsts Envelops -

Value: §345

Paoly Bag - USPS Ground Advantage™ Choose Your Own Box 4% (L) X E" (A X 7 (H)

Waight: 523ks=, Valus: £200

Poly Bag 2 - Prionty ksl Express® Choose Your Own Box 77 (L) 377 (W) X 47 [H)

‘Waight: 3.19ks, Valus: $500 -
4 3

Lo P R D e e e P =

d) USPS® Flat Rate Packaging: If | am shipping with USPS® Flat Rate Packaging is
selected, you will be directed to the next step (Step 4: Services).

Let us know what you're shipping Q)

Star: from a favorite or salact a packaging typs

Quick-fill with a Favorita -

1 am shippling with UsP5® Fliat Rate
Peckeging

| hEve my own packeging

e) Choose Your Own Packaging: If | have my own packaging or envelope is
selected, you will be required to enter the following Package Details:



Let us know what you're shipping ()

Start from a favorite or select a padkaging typs

Quick-fill with a Favorita -

1 am shipping with USPS® Fiat Rats
PeCkEQINg

| hEve My owin pECKEZING

i. Package Weight: manually enter the package weight or select Update from
Step 3 to auto populate the package weight that you entered in Step 3:
Items (if applicable).

Packaging Details

“Packapge Waight (ncludes paclaging])

o @ | s

0 M| o= Igp-date from Step 3 I

Plagss entar pacxags walght. At Isgst one flald must be grester than 0.

ii. Package Dimensions: manually enter the package dimensions. Note, if
HAZMAT was selected, only Choose your Packaging will be available.

“Package Dimensions m
Length ‘Width Haight

o M| m 0 D m

X X

Plagss entar packagse dimensions. Al leest two dimensions must be greeter than 0.

iii. Girth: If your package isn’t a standard rectangular box or envelope, select
The packaging is not a standard rectangular box or envelope checkbox
and enter the Girth.

24



I Thea peckaging Is mot a standard rectangular box or envelops I

Ginh (1)
o D m

PleEss antar girth. Girth must ba greater than 0.

iv. Non-Machinable Items: If your package is a nonmachinable item (an item
that is lumpy, rigid, or square/oddly shaped that can't go through automated
sorting machines and need special handling), select the Characterstic that
best describes your package from the dropdown.

“Da any of the below characteristics apply 1o your packaging ? {I}

If muitiple apply, pleass sslect one. Otherwiss, choose 'Mone

Mana -

Maone

Glgss contalinsr with mors than 240z of Bquid

Metal or plastic contelner with more then 1 gallon of liquid

v. Select Save & Get Rates to proceed to the next step.

“Dia arty of the below characteristics apply 1o your packaging ? m

I muitiple apply, pleass salect one. Otherwiss, choosa ‘Mons

Gless container with morns than 240z of iguid -

7) Select Service Type
a) Services: based off the Package Type that was previously selected, a specific list of
available Service Types will be listed in this section. Please note that the Shape,
weight, and size affects the price for large packages - to learn more about this
select the Learn More hyperlink.

25



Step 5: Services

Shape, weaight, and size affect the price for large packages. Learn Mora

*Belect your USPS Flat Rate Packaging ()

Filter by | as w Sortby: price | Delivery Time
e
— FE'"n:;“Y Mail® Flat Rate 2-Day Delivery | £8.68
= ope Mov 29, 2024 reg
S 242 x 912
:nn:;ny Mail® Small Flat Rate 2-Day Delivery | $B.68
T . ope Now 29, 2024 500

T 6" = 10"

Priority Mail® Window Flat Rate 5 Day Delivery
Envelope !
I % x 40" 12-1/2" x 912"

Mowv 29, 2024 L

b) Filter/ Sort By: to more easily view all of the available Service types, you can Filter
by Type or Sort by Price and / or Delivery Time.

Step 5: Services

Shape, weaight, and size affect the price for large packages. Learn Mora

*Belect your USPS Flat Rate Packaging ()

Filter by | ax w I Sortby. price | Delivery Time I
:
=77 Envsiope 2-Day Delivery | 58.658
= Mov 29 2024 g
= | Bm
Poly Beg
= Prioity Mall 2-Day Delivery | L8658
i3 Mow 29, 2024 $a:00
Priorty Mall Express
USPS Connect

‘% 2.Day Delivery |

26



c) Ifyouraddress is eligible for the USPS Connect® Local Service Types, it will be
displayed here. Eligibility is determined by the sender and recipient address entered
in step 1.

Step 5: Services

Shape, weight, and size affact the price for large packages. Learn Mors

Some service standards to this location are not available at this time.
*Select your USPS Flat Rate Packaging ()

Filter by | USPS Connect w Sort by. Price | Delivery Time

) USPS Connect® Local Mail . .
= Choose Your Own Box g:rr'e Day or Next $2.95
T 7 [Choose your own box) !

USPS Connect® Local Small
— Flat Rate Bag
9t w2

Same-Day or Naxt- £4.15
Day

d) If aUSPS Connect® Local Service Type is selected, a nearby drop-off location will
be displayed (note, drop-off locations that are displayed are determined by the
sender address entered in step 1).

27



Your Drop-Off Location Details

Step 5: Services DDU: CHICAGO POST OFFICE
433 W HARRISON ST
CHICAGO, IL 60599

Total Distance: 0.72 Miles away

Shape, weight, and size affact the price for large packages. Learn More

‘Some service standards to this location are not available at this time. .
Drop-off Hours Lot Parking
Awsailabla

— USPS Connect® Local Small Flat Same-Day or Nexi- Mon-Frl Sat sun
— Rate Bag g::’e W arive $4.15 Ciosed  Ciossd  Ciossd
9" x 12

For Same-tiay delvary, you'l need bo crog &l your Deckages off befone & a.m. lecsl ime of your
selacted SNQ date off iater may e resot Sy

Change Service Type
[\ }1 _r;hw Wimatia

P Mount P
@. Your Drop-Off Location \

DDLU CHICAGO POST OFFICE
433 W HARRISOM 5T
CHICAGD, IL 60699

EvAnatan
a

Extra Services

[J Asditianel nsurencs (Z) Fas Varas
O Signature Services G} Faa Varlas
|:| Craate 8 return |gbsl (D Charged upon use

Hids Postags on Label () Frae

8) Select Extra Service(s)
a) Once the Service Type if selected, you will be able to select and add Extra Services.
To add an extra service, select the checkbox of the interested extra service and
choose an Extra Service Type.
i. Note, the extra services listed will vary depending on the service and
package type that was selected.

Extra Services

[] acditional insurence (L) Fes Varles
O signeturs Ssrvices (D) Faa Varlas
[] crests a rsturn labst (L) Cnarged Upon use
[ Higz Postags on Lazel (T) Fras
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9) Review Label Summary
a) Refer to the Label Summary to get a brief summary of your label order. The Label
Summary will be a grey box located at the top right of the page.
i. Note, you will now see an estimated delivery date in green.

Label Summary

(i) I Estimated Delivery: Same-Day or Mext-Day I
USPS Connect® Local Small Flat Rate Bag 15
USPS Tracking”™ Free
Insurance .15
Priority MailE Return Free
Total £7.30

10) Add Label to Cart or Save Label to Label Manager

a) If allthe required information is correct and you would like to add the label(s) to the
Label Cart and proceed to payment, select Add to Cart.
b) If allthe required information is correct and you would like to save your label to your
Label Manager, select Save.
ii. Note, you can save at any time if Recipient Details are provided. Saving will

allow you to come back to this label later to make any changes prior to
purchasing it.

=

(a)

(b)

11) Select to Ship to a USPS® Smart Locker (if applicable)
If the address that you are sending to is close to a secure, self-service USPS® Smart Locker,

you will be notified via a pop-up modal when proceeding to the Label Cart or a via banner in
the Label Manager.

a) Option 1:via Label Cart - after selecting Add to Cart, you will be notified if a USPS®
Smart Locker is available near the recipient’s address. If you would like to ship your
package to the USPS® Smart Locker, select Ship to Locker.
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I (@ AUsSPS® Smart Locker is available mmwa@

b) Option 2: via Label Manager - after saving the label to the Label Manager, you will
be notified if a USPS® Smart Locker is available near the recipient’s address via a
banner. If you would like to ship your package to the USPS® Smart Locker, select
Ship to Locker.

Label Manager Shipping History  Address Book [ USP3 Connect® [ Direct Connect [ Preferences
All Labals {1809) Estches (B2}

pey— e pryT——

This LaDs{ Managsr 10is 15 Sortsd by dste and Hims crastad. Each new (@bl will Sppear af the top of the tEbie.

O Ship Date  Recipient Service and Package Package Details [Extra Services Total Price AN Labels -
1 |:| 11/26/2024 Johnmy Parker Priority Mall® Small Flat Rats Envelops + Add Package Details Insurencs $5.68
200 DESIRE 5T Edit Service And Package USAS Tracking™ (& Aqdsa to cart
CHARLOTTE, MC, 28282 Hiddsn Postags Edit Lebs!

+ Add Extra Services

I @ AUSPS® Smart Locker is available near the recipient's address

c) Once Ship to Locker is selected, you will be redirected to the Find Smart Locker
modal where you will be able to see the available USPS® Smart Locker locations.
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Find Smart Locker X

Street sz

JE— a]

oy s 7o casen

nina G

JE— [S——— -

‘ -

“Radia

Enter recipient email address for pickup notification. v

‘mmw = % Y Qeole
°
v

.67 mies away w0
NORTHEAST ® Postomos™ ! < ’
1620 HARFIS HOUSTON AD Sessner iy

CHARLOTTE, e 28202 -]

Opennow |  Closes 11:58mM v B oL | 5

: ’

304 miles vy [

WT HARRIS § Fostomeam S Pk ok = - [ L% =
3818 DAVID COXRD
CHARLOTTE. e 22268 P &

Opennow |  Gloses 11:58PM v

Ship here im0 N INT T Y e
hd Lo a os] %

ii. Selectthe Radius (5 mi-25 mi) dropdown and then select Search.
iii. Enterthe recipients email address so that they can receive a pickup
notification.

Find Smart Locker X

Strast Address

300 SUPERMAN 51 o] ‘
“City Stz “ZIP Coda™

CHARLOTTE ‘ NG - Morth Caroling w ‘ 28282 ‘
“Radius

20 milss e Search

Enter recipient email address for pickup notification.
“Racipient email {required)

iv. Choose the USPS® Smart Locker of your choice from the options listed by
selecting Ship Here.
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CONCORD
66 MCCACHERN BLVD SE
CONCORD, NC 23025

Open now | Closes 11:58 PM

10.0% miles away
OAKDALE

1401 SUNSETRD
CHARLOTTE, NC 28218

Open now | Closes 11:30 PM

® Post Offica™

® Post Offica™
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International Label

Create an international label for a single recipient following the steps below.

1) Begin Single Label Creation Process - Two Options
c) Option 1: Click on Create a Single Label located on the landing page.

Let's get started! How would you like to create your labels?

Create a Single Label

Create individusl labels manually
within our improved crestion
process.

V'

Create a Batch

Organize yvour labels into a
batch and utilize ocur
streamlined multi-label creation
process.

Import Labels

Impert multiple labels via a File
Upload and continue editing in
_abel Manager.

Start From Address Book
Start multiple labels in Label
Manager by bringing in addresses
from vour Address Book.

b) Option 2: Click on New Label located on the Label Manager page.

Label Manager |/ Shipping History [/ Address Book [ USPS Connect® Direct Connect [ Preferences
Al Labsls (2) Batchas (1)
abe Use Address Book  Refresh Add All Complete to Cart >
Q Hew Label
by oste SN time crested. Each new [Ebsl wil Sppsar 8t ihe top of the tabe.
= HewBaton Service and Package Package Details Extra Services Total Price All Labels -
[ File uploaa
otten USPS Ground Advantege™ Cubkc Chooss Your Own 18 0% Insurancs $6.97
Box Valua: $5 =
RMAM ST USRS Tracking
Merketplace Import i i i Sender emall is i
E’ P P | IL, 80603~ Edit Service And Package Edit Peckage + Add Extra s ; Edit A
Details

Services

2) Enter Sender Details

The Sender Details section is pre-populated by default based on the address associated
with your account. To change or update this default address, refer to the Preferences tab
located at the top of the landing page.

a) To utilize a one-time return address, select the Use a one-time return address

checkbox.
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Sender Details

You can manage your return addressas in Preferences.

I|:| Uss & one-time rsturn eddress (DI

“Salect your retumn addess

Clark Kent
300 SUPERMAN 5T -
GHARLOTTE, NG 28262-2550

Ehip from a different ZIP Code™

b) Ifthe Use a one-time return address is selected, a New Return Address modal
will be displayed.

i. To pre-populate the sender information from a saved contact in your
Address Book, enter the contact’s name in the Search your Address Book
text field and select the suggested contact.

ii. To manually enter the sender information, enter the details in the required*
text fields.

iii. To save the senderinformation to your Address Book, select the Save to
Address Book checkbox.

iv. Once the sender information is entered and you are ready to proceed, select
Next.
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New Return Address

(i) Search your Address Book 8]

*Sender Information

Pleasa provide first and last name and/or company.

Fr=z Mama Mi L=t Marma

First Mams Is Reguired Last Mams is Reguirad

Compary

C3"1:E"|:|' Hemea s Reqguired

Pheons (opticnal) Email {opsional)

(i)

Sender Address

Pleasa provide a valid address. Required fields are marked with an asterik (7).

“Eireat Addrass Apt/Surte

Sirest Address s Required

City “Statz “ZIP Code™

o ‘ AL - Algbams ~ ‘ ‘ o ‘

C Ly IS Feguirsd Zlp Cods™ |5 Reguired

I [0 ssveto Address Eock I

(iii )

c) To utilize a previously saved return address, select the toggle down located under
the Select your return address section, and select an address from the list.



Sender Details

You can manage your return addressas in Preferences.

[0 use = one-time rsturn eddress (L)

“Salect your retumn addess

Clark Kent
300 SUPERMAN 5T

CHARLOTTE, NG 28262-2550

Ehip from a different ZIP Code™

i. Once selected, will also be able to create a new return address by selecting

the Create a new Sender Address hyperlinked option.

“ESalect your return addess

Clark Kent

300 SUPERMAN ST
CHARLOTTE, NG 282682-2550

Clark Kent

300 SUPERMAN ST
CHARLOTTE, MG 28262-2550

John Dos

1300 SUPERMAN 5T
ICHARLOTTE, NG 28262-2550

Ted Buckland Jr (FOLDER 3HOP)

Cregts 8 new Sendsr Addrsss

= =

If the Create a new Sender Address option was selected, a New Return Address

modal will be displayed.

i. To pre-populate the sender information from a saved contact in your

Address Book, enter the contact’s name in the Search your Address Book

text field and select the suggested contact.
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(ii)

(iii—iv)

ii. To manually enter the sender information, enter the details in the required*

text fields.

iii. To save the senderinformation to your Address Book, select the Save to

Address Book checkbox.

iv. To setthe senderinformation as your default return address, select the Set

as Default Return Address checkbox.

v. Once the sender information is entered and you are ready to proceed, select

Next.

New Return Address

o

Sarch your Addrass Book Cl

*Sender Information

Pleasa provide first and last name and/or company.

Frs: Nama MI Last Mama
Frst Mams s Regquirsd Last Mams s Requirsd
Compary
Compeny Mems s Requirsd
Phons (opticnal) Email {opsional)
Sender Address
Please provide a valid address. Required fields are marked with an asterik (7).
“Emeat Acdrass Apt/Suite
Strest Address s Feguirsd
“City “Etatm “ZIP Coda™
{E} ‘ AL - Alebama e ‘ ‘ {E} ‘
Clty Is Fiegquirsd Zlp Code™ |5 Reguirsd

[0 saveto Address Book

Bl s=tes Doteutt Rsturn Agdress
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e) Ifyou are shipping from a different ZIP Code™ than the ZIP Code™ indicated in your
Return Address, please enter the correct shipping from ZIP Code™ in the Ship from
a different ZIP Code™field (e.g.: | am shipping items out of a warehouse in
Washington, DC, but items should be returned to my location in New York. | would

indicate | am shipping from Washington DC).

Sender Details

You can manage your return addressas in Preferences.

[0 use a one-tims rsturn eddress (1)

“Salect your retumn addess

Clark Kent
300 SUPERMAN 5T -
CHARLOTTE, MC 28282-2550

Ehip from a different ZIP Code™

f) To optinto Sender Tracking Notifications, select the Send me tracking
notifications checkbox.

Email
jehn.dosEgrmail .com

Phone [ SMS Text Message
(704) 7BO-2387

D Saend me tracking notificetions

g) Once the Send me tracking notifications checkbox is selected, a Tracking
Notifications for Sender modal will be displayed.
i. Enterthe desired emailin the Email text field or the phone number in the
Phone text field. (note, international phone numbers are currently not
supported by the Enhanced Click-N-Ship® application).
ii. Selectthe Type of Notifications that you want to receive.
iii. Select Save to save these changes.
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Tracking Notifications for Sender

Enter an email and’or phone number to receive notifications.

Email Fhane

(i) I 2}‘

Emell is reguinsd Phons IS reguirsd

Select which types of notifications you would like the user to receive?

Email Text

All Bslow Updsetas

Expact Delvary Updatss
(i) Cay of Delivery Updates
1
Peckegs Deovary

Avalehis for Pick Up

Deivery Expectetion Updetes

Packags In Transit Updatss

3) Enter the Recipient Details
Within the Enhanced Click-N-Ship® application, you have the capability to either enter the
recipient details manually or select an address from your Address Book.

a) To pre-populate the recipient information from a saved contact in your Address
Book, enter the contact’s name in the Search your Address Book text field and
select the suggested contact.

i. To be redirected to your Address Book, select the Manage Address Book
hyperlink.
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Step 1: Recipient Details

Search your Address Sook Q

Manage Address Book

b) To manually enter the recipient information, enter the details in the required* text

fields.

*Recipient Information

Pleasa provide firet and last name and'or comparny

First Hama M Last Nama
First Mlames [s reguirsd Last rlams (= reguirsd
Cempany

Company ts reguirsd

Recipient Address
Pleaze provide a valid address. Reguined fields are marked with an asterisk (7

“Courtny

Cansds

“oicrass 1 address &

Address 1 15 requirsd

Aodrass 3

“City Pronince: “Postal Coda™

o] | |

)

City = required Postel Code IS reguirad
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c) Reference Number (optional): if you would like to enter a reference number, enter
the number in the Reference Number text field (hote, this reference number will be
printed on the label and has a maximum character limit of 30 characters).

Befarancs Mumber / Mot fthis will print on tha labal)

USPS® Smart Lockers are available in 2olect locations! They lat you ship to paopla
via salf-zaervice pickup at free, secure Smart Lockers in Post Office * Jocations. You
will have the opticn to ship eligible shipments to a USPS Smart Locker at checkout
Lesarn miors.

d) Save to Address Book (optional): if the recipient information that you entered is
new and you would like to save it as a contact in your Address Book, select the Save
to Address Book checkbox.

i. Note, the contact information will only be saved to the Address Book once
the label is either saved to your Label Manager or added to the Label Cart.

e) Confirm Sender and Recipient Details: once the sender and recipient details are
entered and you are ready to proceed to the next section, select Next (Note, you will
not be able to proceed to the next section unless this is selected).

USPS® Smart Lockers are available in solact locations! They lat you ship to pacple
via salf-sarvice pickup at free, sacure Smart Lockers in Post Office * locations. You
will have the aption to ship digible shipments to a USPS Smart Locker at checkout
Learn more.

I [ seve 1o Agdress Boox I

D Hold for Plckup at Post Office™

4) Select Hazardous Material Type
Does this package contain anything potentially hazardous? Examples of mailable
HAZMAT include batteries, perfume, paint, aerosols, and more. There are types of HAZMAT
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that are not mailable. To view a detailed list of HAZMAT examples, select ‘View examples
of mailable and nonmailable hazardous material.

a) If your package DOES NOT contain anything potentially hazardous, select ‘No, | am
not shipping anything potentially hazardous’ and you will be directed to the next
section.

b) If your package DOES contain anything potentially hazardous, select ‘Yes, this
parcel contains potentially hazardous materials (HAZMAT)’.

Step 2: Hazardous Materials

Does this parcel contain anything potentially hazardous?

Examples of mailable HAZMAT include batteries, parfume, paint, asrosols, and mone. Thers
are types of HAZMAT that are nor mailable. View what is mailable and what is nonmailable

ATMAT

Do Not Mail Mercuryl Marcury is a hazardous, silver liquid metal. Mercury is

,ﬂ, inside many older devices like barometers, thermometers, blood pressure cuffs,
themostats, and switches. Learn mone.

Yes, this parcel contalns potsntiaity Mo, | am not shipoing anything potentiaily
hazerdous materal [HAZMAT) nezardowes

(b) (a)

i. Once selected, a HAZMAT modal will be displayed. Read through the list of
Mailable and Nonmailable HAZMAT types, and select | understand to
proceed with selecting a category type.

ii. Ifyou are not shipping a HAZMAT material and would like to go back to the
previous page, select Nevermind, | am not shipping HAZMAT.
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HAZMAT

The following iterns are conzsiderad hazardous materials (HAZMAT) or Dangearous Goods

Here are examples of HAZMAT items which are regulated in the mail:

Mailable HAZMAT Nonmailable HAZMAT (Prohibited)
ABMS SPrays Alr bags

Esttarss non-spllilabis) Ammunitian

Dry o= Bulk shipments of HAZMAT
Flammabile liquids Dymamits

Lightsrs (USPS authaorization requirsd)  Firsworks

Lithium Betteries Gasolins

Matches High Paowered Lithlum BEatterias {l.&., bikas, alactric cars, scootars)
Hell Polish Remover *Mercury

Perfums Purs Acstons

Propens

*Do Not Maill Mercury! Mercury is a hazardous, silver liguid metal. Mercury is inside many older
devices like thermometars, blood pressure cuffs, thermostats, and switches. Learn More

Mote: This i net an al inclusive list of mailable or prohibited items. Please refer to USPS
Publicaticn 52 (Pub 52) for quantity, packaging, and labaling guidance for mailable iems andfor to
ensura your shipment is not prohibitad inthe mail.

Shipping improparly prepared, undaclared or prohibited HAZMAT can result in civil and
criminal penalties under federal law. The following tutorial will halp you kearn how 1o sacuraly
package, label and ship HAZMAT for domestic destinations through USPSE. View tutorial at
whenw usps . com'hazmat

(i) (ii)

m Nevermind, | am not shipping HAZMAT

iii. Selectthe HAZMAT type from one of the options listed in the dropdown.
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“What typs of mailabls HAZMAT are you mailing? (F nat Istad, it may net be mailabls. Leam Moms)

Salact L

Alr Elglble Ethenol (suthorized fregrance and hend ssnitlzsr shipmsnts)

Toy PropslentSatety Fuss

Hazardous katerisls Class 3 - Package (Hand sanftizer, rubbing alcohol, sthenol bass products,
flammsabla llquids stc)

Fagioactlve Matsnais (s.g., SMoks detectors, MINSrais, gun Sights, &tc. - Soeclal rsguinsments
1 Peckaging instructions 74 requiremants)

5) Enter Items Information (required)
a) This Items section is required for packages that require a Customs Form (such as

International or military based addresses). To enter your items information, select
Add Item(s).

Step 3: ltems @

Fequired: At least one item is required for customs prior to selecting service and package type
for this destination.

Mac 30

Description H3 Tariff origin Quantity Weight Value

Mo ltams agded

b) HS Tariff Code: HS code is short for Harmonized Commodity Description and
Coding system. It refers to the single, universal and global classification system for
most traded goods and products. It is used to classify products upon export and to
calculate applicable taxes and duties.

i. ifyoudo not have an HS Tariff Code for the item, select no.
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Add ltem
* indicates requined fiald
Do you have an HS Tariff Code for this item?

HS code iz short for Harmonized Commodity Description and Coding system. It refers to the
single, universal and global classification system for most traded goods and products. It is used to
classify products upon export and to calculate applicable taxes and duties.

D‘l‘brs
0 no

i. If youdo have an HS Tariff Code for the item, select Yes and enter the code
in the required text field.

Do you have an HS Tariff Code for this item?

HS code iz short for Harmonized Commaodity Description and Coding systam. It refers to the
single, universal and global classification system for most traded goods and products. It is used 1o
classify products upon export and to calculate applicable taxes and duties.

Q =
) Mo

“HE Tariff Coda

c) Item Details: enter the item description, quantity, and weight.

d) Item Value: enter the total item(s) value.

M 20
“Total ltamis) Value
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e) Country of Origin: select the items country of origin.

“Country of Origin

United Siates of Amarica il

United Statss of Amarnica

(O
Afghanistan
Alnania ]
O~
Algerie
Andorrs

f) Category Type: select the items category and subcategory type.

“Exlact a category

Arts & Collsctibles e

“Ealect a sub-categany

Antiqua Hand-Paintsd & Hend-Drewn Art
Antiques Over 100 “ears OId
Archasologlcal, Zoologlcal & Histoncal Collector's Pleces

Art Paint & Brushes

Art Prints

g) Other Optional Information: enter the item UPC Code, Brand, and Product ID if
desired. Once finished, select Add Item to save your information.
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UPC Code ke Srand

Iram Digtai= Product ID

MNote: International weight limits vary. Not all sarvices may be available. Seo weight limits based on
country

6) Select Package Type
a) Ship Date: select the date that you would like the package to ship (you may now
select a date up to 7 days from today).

Step 4: Packaging

“Ship Date [Chooss a date up to 7 days away from today)

11426/2024 i

Hovember 2024 - ,,J_,

Su Mo Tu We Th Fr Sa
] Update from Step 3

with customs Information

shipping (@

b) Package Value (required): manually enter a package value up to and including
$5,000.00 for insurance or select Update from Step 3 to auto populate the package
value that you entered in Step 3: ltems.
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Step 4: Packaging

“Ship Date (Choose a date up to 7 days away from today)

11/26/2024 i3]
Packapa Value foptional) (L)
H 0 |Update from Step 3

Entar a valus up ta and including $5,000.00 for insurance

c) Package Type: select a USPS package type from the two options available (Flat

Rate Packaging or Choose Your Own Packaging).

i. If you would like to quickly fill in the package information with a saved favorite

package type (via Preferences), select the Quick-fill with a Favorite dropdown.

Let us know what you're shipping )

Start from a favorite or sslect a padkaging type

Quick-fill with a Favorite

Tezting - Priorty MEell Exprass® Lagsl Fizt Rets Envalops

Value: 5345

Paoly Bag - USPS Ground Advantage™ Choose Your Own Box 47 (L) X E" (W X 7 (H)
Waight: 525k, Valus: £200

Poly Bag 2 - Prionty ksl Express® Choose Your Own Box 77 (L) 077 (i) X 47 (H)
‘Waight: 3.19ks, Valus: $500

14

ACFElg TrRIg L T T DTS Pelc Tl gy

d) USPS® Flat Rate Packaging: If | am shipping with USPS® Flat Rate Packaging is

selected, you will be directed to the next step (Step 4: Services).
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Let us know what you're shipping ()

Start from a favorite or select a padkaging typs

Quick-fill with a Favorita -

1 am shipping with USPS® Fiat Rats
PeCkEQINg

| hEve My owin pECKEZING

e) Choose Your Own Packaging: If | have my own packaging or envelope is
selected, you will be required to enter the following Package Details:

Let us know what you're shipping ()

Start from a favorte or select a padkaging type

Quick-fill with a Favorita -

1 am shipping with USPS® Fiat Rats
PeCkEQING

| hEve My oWwin pECKEQING

i. Package Weight: manually enter the package weight or select Update from
Step 3 to auto populate the package weight that you entered in Step 3: ltems (if
applicable).

Packaging Details
“Packapge Waight [ncludes paclaging])
o M| s

Plegss entar pacxags walght. At lsgst one fleld must be grester thaen d.

0 M| o= Igp-date from Step 3 I

ii. Package Dimensions: manually enter the package dimensions. Note, if
HAZMAT was selected, only Choose your Packaging will be available.
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“Fackaga Dimansions m
Length ‘Width Haight

o @ | n B | m

x X

Plegss enter package dimenslons. At leest two dimenshons must be graeter than 0.

iii. Girth: If your package isn’t a standard rectangular box or envelope, select The
packaging is not a standard rectangular box or envelope checkbox and enter
the Girth.

I The pecksging IS not & stendarnd rectangular box of snvelops I

Girh (1)
0 D m

Plegss entar girtn. Girth must be grester than 0.

iv. Non-Machinable Items: If your package is a nonmachinable item (an item that
is lumpy, rigid, or square/oddly shaped that can't go through automated sorting
machines and need special handling), select the Characterstic that best
describes your package from the dropdown.

“Da army of the balow characteristics apply 1o your packaging? {I}
i multiple apply, pleass salect one. Otherwiss, choosa 'Mone

MHone -

Mone

Gless contalnsr with more than 240z of Bguid

Metel or plastic contelnsr with mora then 1 gallon of liqusd

V. Select Save & Get Rates to proceed to the next step.
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“D any of ths below characteristics apply 1o your packaging ? {I}

I multiple apply, pleass sslect one. Otherwiss, choose 'None

Gless container with mons than 240z of iguid

7) Select International Service Type
a) Services: based off the Package Type that was previously selected, a specific list of
available Service Types will be listed in this section. Please note that the Shape,
weight, and size affects the price for large packages - to learn more about this
select the Learn More hyperlink.

Step 5: Services

Ehape, weight, and size affect the price for large packages. Learn Mora

“Salact your USPS Flat Rate Packaging &)

Filter by | w Sortby: price | Delivery Time

Fadoed Fial Rale Civelope B0 30 N
= 1242 x 8120

Priority Mail International®
Small Flat Rate Envelope 530,90
T 6" x 10"

__ Priority Mail International ®
Legal Flat Rate Envelope $30.90

= 15" x9-1/2"

b) Filter/ Sort By: to more easily view all of the available Service types, you can Filter
by Type or Sort by Price and / or Delivery Time.
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Step 5: Services

Shape, weight, and size affect the price for large packages. Learn More

“Salact your USPS Flat Rate Packaging (&)

Filter by

A

Envsiope
Box

Poly Bag
Priceity Ball

Priosity Ball Express

USPS Connect

ot

IEC'FIU'.E Price | Delivery Time

SN TR

£30.90

£30.90

8) Select Extra Service(s)
a) Ifyou are interested in adding an extra service to your packages(s), select the
checkbox of the interested extra service (nhote, the extra services listed will vary
depending on the international service and package type that was selected).
b) If no extra services are available, you will see a blue message bar letting you know

to proceed to step 5.
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Step 5: Services

Shape, weight, and size affact the price for large packages. Learn More

Priority Mail International® Small
E Flat Rate Envelope £30.90
= &"xi0r

Change Service Type

I '@ More information is required for this label. Please scroll and proceed 1o Step 6.

Extra Services

9) Enter International & Customs Information
a) Non-Delivery Handling: select how the package should be handled in the event
that it cannot be delivered (Return to Sender or Abandon).

Step 5: International & Customs Information

“Mon-gdalivery Handling
Specity how the DEckege should oe nandisd in the event thet 1 cannot be dsllvensd

Return to Sender Abandon

b) Contents Description: international packages require you to select a Content
Type. Select the Select a Content Type drop down and select the content type that
best describes your package.
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Contents Description

“Contart Type

Marchandiss ks

Documsnts
Gifts
Returmed Goods

Commerclal Sampla

Humenitarian Donatlon Postal Service or any

Formation at the US Census
Dengerous Goods (Select this option IF you are shipping Ithium battares)

Oifrear

c) US Census Bureau and Customs Information: if your shipment requires an export
license, select the Shipment requires an Export License checkbox and enter the
AES Downtown Citation from the U.S or International Transaction Number (ITN).

i. Note, you are able to enter up to 14 alphanumerical values in this field.

US Census Bureau and Customs Information

International packages within certain categories accepted by the Postal Service or any
delivery company must display an AES Exemption. View monz information at the US Census
Bureau.

I This shipmsant reguires an export |loenss (Most U5, commerciel sxports do not reguire a licensa)

Generate an Internal Transzaction Mumber (ITM) or AES Downtown Citation from the LS.
Cansus Bureau or call 1-800-549-0595

Generate AES/TTN »

AEETH must be 14 diglts

d) Enter a Sender’s Customer Reference Number (optional).
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Sender's Custom Fafersnce Mumbsar

| I

e) Ifyou are a Commercial Sender, select the checkbox and enter the License
Number, Certificate Number, and Invoice Number (optional).

I | Bm & commencial sendsr {| have Ucenss, Certiflcats, and/or Imvolce Humbar) I

Commercial Senders Only
Ligansa Mumnber {D

Cestificata Mumber (1)

kwoics Numbar ()

10) Review Calculated Landed Cost Estimate
The Calculated Landed Cost Estimate is a brief summary located under the Label
Summary that shows your estimated landed cost for the international label (includes the
sum of the calculation of duties, taxes, and other import fees).

a) Toview a detailed breakdown of the duties, fees, and taxes, select View
Breakdown.
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Duties, Fees & Taxes Paid by Recipient (T)
Total Landed Cost Estimate (Duties, Fees & Taxes): $13.00

*These fees are not due now. This is total fees paid by the
recipiant upon amival based on 1 item with a package value of
$100.00 USD.

View Breakdown

Email Total Landsd Cost Breakdown

i. Review the Detailed Breakdown Summary of the duties, fees, and
taxes.

Item Breakdown of Total Landed Cost Estimate

The Landed Cost Estimate iz an estimate of the taxes, duties, import faeg and other feas that will
be impozad on your package and its conmtants as it is shipped to its delivery destination. The
amount is not exact, but an estimate of what the recipient should pay upon dealiveny.

Description H3I Tariff origin aTY Weight Value Duties & Taxes
Dutiss: $0.00
Motsbook Hons us 1 1 $100.00 Taxes: 513.00

Estimated Fees Fee: 30.00
Estimated Duties & Taxes: 513.00

Estimated Total: $13.00

b) To receive a copy of your Total Landed Cost via email, enter your email and click
Send.
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Duties, Fees & Taxes Paid by Recipient (T)
Total Landed Cost Estimate (Duties, Fees & Taxes): $13.00

*These fees are not due now. This is total fees paid by the
recipiant upon amival based on 1 item with a package value of
$100.00 USD.

View Breakdown

Email Total Landad Cost Breakdown

11) Review Label Summary
a) Referto the Label Summary to get a brief summary of your label order. The Label
Summary will be a grey box located at the top right of the page.

Label Summary

Priority Mail Express 27280
International® Flat Rate
Envelope

Insurance $20.15

12) Add Label to Cart or Save Label to Label Manager
a) If allthe required information is correct and you would like to add the label(s) to the
Label Cart and proceed to payment, select Add to Cart.
b) If allthe required information is correct and you would like to save your label to your
Label Manager, select Save.

=

(a) (b)
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Domestic Label (Free Matter for the Blind Users)

Create a domestic label for a single recipient free of postage through our eligible services if you are
a qualifying member of the Free Matter for the Blind Program (FMB) by following the steps below.

1) Begin Single Label Creation Process — Two Options
a) Option 1: Click on Create a Single Label located on the landing page.

Let's get started! How would you like to create your labels?

- ~ B

. Create a Batch
Create a Single Label Import Labels Start From Address Book
;
Create individusl lsbels manually Organize your la,t,Eb inio a Import multiple labels via a Fils Start multiple labels in Label
o i X batch and utilize cur R o T
within our improved crestion ) ) ) Upload and continue editing in Manager by bringing in addresses
streamlined multi-label creation
process. Label Manager. from your Address Book.

process.

b) Option 2: Click on New Label located on the Label Manager page.

Label Manager  / Shipping History / Address Book [/ USPS Connect® [ Direct Conmect [ Preferences
Al Labsls (2) Batchas (1)

abe Use Address Book ' Refresh Add All Complete to Cart >

Mew Label
by date and time cregted. Each new i2bel wil Sppsar at ihe top of the tabils.

Mew Eatch Sarvice and Packags Package Datails Extra Services Total Prica All Labels v

File Upload
otten USPS Ground Advantege™ Cublc Chooss Your Own 180z Insurance $6.97

Box Velua: §5 e
RMAM ST USPS Tracking
Merketplace Import i i i Sender emall is " -
P P | IL, 60603~ Edit Sarvice And Package Edit I.?aekage + Add Extra ot ; Edit
Details

Services

G D

2) Enter Sender Details

The Sender Details section is pre-populated by default based on the address associated
with your account. To change or update this default address, refer to the Preferences tab
located at the top of the landing page.

a) To utilize a one-time return address, select the Use a one-time return address
checkbox.
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Sender Details

You can manage your return addressas in Preferences.

I|:| Uss & one-time rsturn eddress (DI

“Salect your retumn addess

Clark Kent
300 SUPERMAN 5T -
CHARLOTTE, MC 28262-2550

Ehip from a different ZIP Code™

b) Ifthe Use a one-time return address is selected, a New Return Address modal
will be displayed.

i. To pre-populate the sender information from a saved contact in your
Address Book, enter the contact’s name in the Search your Address Book
text field and select the suggested contact.

ii. To manually enter the sender information, enter the details in the required*
text fields.

iii. To save the senderinformation to your Address Book, select the Save to
Address Book checkbox.

iv. Once the sender information is entered and you are ready to proceed, select
Next.
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New Return Address

(i) Search your Address Book 8]

*Sender Information

Pleasa provide first and last name and/or company.

Fr=z Mama Mi L=t Marma

First Mams Is Reguired Last Mams is Reguirad

Compary

C3"1:E"|:|' Hemea s Reqguired

Pheons (opticnal) Email {opsional)

(i)

Sender Address

Pleasa provide a valid address. Required fields are marked with an asterik (7).

“Eireat Addrass Apt/Surte

Sirest Address s Required

City “Statz “ZIP Code™

o ‘ AL - Algbams ~ ‘ ‘ o ‘

C Ly IS Feguirsd Zlp Cods™ |5 Reguired

I [0 ssveto Address Eock I

(iii )

c) To utilize a previously saved return address, select the toggle down located under
the Select your return address section, and select an address from the list.



Sender Details

You can manage your return addressas in Preferences.

[0 use = one-time rsturn eddress (L)

“Salect your retumn addess

Clark Kent
300 SUPERMAMN 5T

CHARLOTTE, NG 28262-2550

Ehip from a different ZIP Code™

i. Once selected, will also be able to create a new return address by selecting

the Create a new Sender Address hyperlinked option.

“ESalect your return addess

Clark Kent

300 SUPERMAN 5T
CHARLOTTE, NG 28252-2550

Clark Kent

300 SUPERMAM 5T
CHARLOTTE, MG 28262-2550

John Dos

300 SUPERMAM 5T
CHARLOTTE, MG 28262-2550

Ted Buckland Jr (FOLDER 3HOP)

Cregts 8 new Sendsr Addrsss

= =

If the Create a new Sender Address option was selected, a New Return Address

modal will be displayed.

i. To pre-populate the sender information from a saved contact in your

Address Book, enter the contact’s name in the Search your Address Book

text field and select the suggested contact.
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(ii)

(iii—iv)

ii. To manually enter the sender information, enter the details in the required*

text fields.

iii. To save the senderinformation to your Address Book, select the Save to

Address Book checkbox.

iv. To setthe senderinformation as your default return address, select the Set

as Default Return Address checkbox.

v. Once the sender information is entered and you are ready to proceed, select

Next.

New Return Address

o

Sarch your Addrass Book Cl

*Sender Information

Pleasa provide first and last name and/or company.

Frs: Nama MI Last Mama
Frst Mams s Regquirsd Last Mams s Requirsd
Compary
Compeny Mems s Requirsd
Phons (opticnal) Email {opsional)
Sender Address
Please provide a valid address. Required fields are marked with an asterik (7).
“Emeat Acdrass Apt/Suite
Strest Address s Feguirsd
“City “Etatm “ZIP Coda™
{E} ‘ AL - Alebama e ‘ ‘ {E} ‘
Clty Is Fiegquirsd Zlp Code™ |5 Reguirsd

[0 saveto Address Book

Bl s=tes Doteutt Rsturn Agdress
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e) Ifyou are shipping from a different ZIP Code™ than the ZIP Code™ indicated in your
Return Address, please enter the correct shipping from ZIP Code™ in the Ship from
a different ZIP Code™field (e.g.: | am shipping items out of a warehouse in
Washington, DC, but items should be returned to my location in New York. | would

indicate | am shipping from Washington DC).

Sender Details

You can manage your return addressas in Preferences.

[0 use a one-tims rsturn eddress (1)

“Salect your retumn addess

Clark Kent

300 SUPERMAN 5T
CHARLOTTE, MC 282682-2550

Ehip from a different ZIP Code™

f) To optinto Sender Tracking Notifications, select the Send me tracking
notifications checkbox.

Email
jehn.dosEgrmail .com

Phone [ SMS Text Message
(704) 7BO-2387

D Saend me tracking notificetions

g) Once the Send me tracking notifications checkbox is selected, a Tracking
Notifications for Sender modal will be displayed.
i. Enterthe desired emailin the Email text field or the phone number in the
Phone text field. (note, international phone numbers are currently not
supported by the Enhanced Click-N-Ship® application).
ii. Selectthe Type of Notifications that you want to receive.
iii. Select Save to save these changes.
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Tracking Notifications for Sender

Enter an email and’or phone number to receive notifications.

Email Fhane

(i) I 2}‘

Emell is reguinsd Phons IS reguirsd

Select which types of notifications you would like the user to receive?

Email Text

All Bslow Updsetas

Expact Delvary Updatss
(i) Cay of Delivery Updates
1
Peckegs Deovary

Avalehis for Pick Up

Deivery Expectetion Updetes

Packags In Transit Updatss

3) Enter Recipient Details
Within the Enhanced Click-N-Ship® application, you have the capability to either enter the
recipient details manually or select an address from your Address Book.

a) To pre-populate the recipient information from a saved contact in your Address
Book, enter the contact’s name in the Search your Address Book text field and
select the suggested contact.

i To be redirected to your Address Book, select the Manage Address Book
hyperlink.
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Step 1: Recipient Details

Search your Address Sook Q

Manage Address Book

b) To manually enter the recipient information, enter the details in the required™* text
fields.

*Hecipient Information

Please provide first and last name andfor compary

First Ham= o Last Mama

o] |

First HMamsa = requirsd Last Hama I= regquirsd

Company

| o]

Company l= required

Recipient Address
Pleaze provide a valid addrass. Reqguired fields are marked with an asterizk (7

“Courtry

United Stetes of Amarice hd

“Street Address AptSuitaOthar

)|

Strest Address |s required
“City “State “ZF Coda™

{E}‘ ‘ AL - AlaDema V| ‘ D

City = required ZIP Coda™ s requirsd

c) Ifyouwould like to enter a reference number, enter the number in the Reference
Number text field (note, this reference number will be printed on the label and has a
maximum character limit of 30 characters).
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Beferance Mumber 7 Mot {this will prirt on the labal)

M Crarmeter Limit 20

USPS® Smart Lockers are available in 2olect locations! They let you ship to pacple
via salf-zervice pickup at free, sacure Smart Lockers in Post Office * Jocations. You

will have the option to ship aigible shiprments to a USPS Smart Locker at checkout
Learn maors.

d) Save to Address Book (optional): if the recipient information that you entered is
new and you would like to save it as a contact in your Address Book, select the Save
to Address Book checkbox.

i Note, the contact information will only be saved to the Address Book once
the label is either saved to your Label Manager or added to the Label Cart.

USPS® Smart Lockers are available in 2olect locations! They lat you ship to pacple
via salf-zervice pickup at free, secure Smart Lockers in Post Office " locations. You

will have the opticn to ship eligible shiprments to a USPS Smart Locker at checkout
Laarn maore.

I Save to Address Sook

D Send reciplent trecking notifications

[0 Hola for Pickup at Post Office™

e) Send Recipient Tracking Notifications (optional): if you would like the recipient to
receive text or email notifications about the package, select the Send recipient
tracking notifications checkbox.

i Note, the recipient will receive a notification from USPS® asking them if
they would like to opt-in to tracking notifications.
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USPS® Smart Lockers are available in 2olect locations! They lat you ship to paople
via self-service pickup at free, secure Smart Lockers in Post Office " locations. You
will have the opticn to ship eligible shiprments to a USPS Smart Locker at checkout
Learn mora.

[0 save to Addrass Sook

D Sand reciplent trecking notifications

[ Hola for Pickup at Post omMoe™

ii. Once selected, a Tracking Notifications for Recipient modal will be
displayed where you will be required to enter the recipient phone number
and / or email (note, international phone numbers are currently not
supported by the Enhanced Click-N-Ship® application).

iii. Select the Type of Notifications that you want to the recipient to receive.
iv. Select Save to save these changes.
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(i)

(ii)

Tracking Notifications for Recipient

Enter an email and/or phone number to receive notifications.

Email Phans

]

= velld format Pmons IS required

Salact which types of notifications yvou would like the user to receiva?

oy
a1

Email

All Below Updstas

Expact Delvery Updstss
Day of Delivery Updsetaes
Feckags Deivery
Avaleble for Pick Up

Deivery Expectetion Updetes

Packags In Transit Updatss

f) Hold for Pickup at Post Office™ (optional): if you would like to have your package
held at a designated Post Office™ location for pickup, select the Hold for Pickup at

Post Office™ checkbox.
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UsPS® Smart Lockers are available in salact locations! They lat you ship to
pecple via self-sarvice pickup at frea, sacure Smart Lockers in Post Offica™
locations. You will have the option to ship eligible shipments to a USPS Smart
Locker at checkout. Learm more.

[ save o agdress Soox

[ sendreciolant trecking notifications

I D Hold for Plckup 8t Post Office™ I

i Once selected, a Hold for Pickup modal will be displayed. To find the
nearest Post Office™ location available for pickup, Enter the desire Zip
Code™ in the Enter the ZIP Code™ text field.

Hold for Pickup

If available, yvou can select a Post Office™ to hold the shipmeant until the recipient picks it up.

“Entara ZIP Coda™

to salect a location

Mearest Location(s)
The shipment will be held until the recipient can pick it up.

ii. Select the desired Post Office™ from one of the options displayed.
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Hold for Pickup

If available, you can select a Post Office™ to hold the shipment until the recipient picks it up.

“Entara ZIR Coda™

28262 o]

Mearest Location(s)

The shipment will be held until the recipient can pick it up.

0 NORTH TRYON
&700 M TRYOM 5T
CHARLOTTE, N, 25213-9788

Post Ofcs Howrs ()

) MEWELL

8106 OLD COMCORD RD
MEWELL, NC, 2B128-0897

Post Ofcs Hows ()

Awailable Services:

Priority Mail Express®
Priority Mail®

USPS Ground Advantage™
Priority Mail® Cubic

USPS Ground Advantage™
Cubic

Available Services:

Priority Mail Exprezz@
Priority MailE

USPS Ground Advantage™
Priority Mail® Cubic

USPS Ground Advantage™
Cubic

iii. To receive text and / or email notifications to notify you or the recipient
that the package is ready for pickup, enter the email and / or phone
number in the respective text fields.

iv.  Select Save to proceed to the next step.

“Enter an email and phone number for the sender and recipient to recaive notifications.

(iii )

Sxndar Email Aecipiar Email
o] ©
Sendar Emall Is required Emall must e valld format
Sendar Phone £ EMS Ted Meszags Aacipiam Phone / SME Taxt Massage
© ®©
Sender Phons / SMS Tet Messege = requirsd Reciplsnt Phone £ SKMS Text Message IS requinsd
Save (iv)
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g) Confirm Sender and Recipient Details: once the sender and recipient details are
entered and you are ready to proceed to the next section, select Next (Note, you will
not be able to proceed to the next section unless this is selected).

USPS® Smart Lockers are available in solect locations They let you ship to
pecple via self-sarvice pickup at free, secure Smart Lockers in Post Off e’
ocations. You will have the option to ship eligible =hipments o a USPS Smart
Locker at checkout. Leam more.

[] seveto Addrass Sook

Sand reciplent trecking notifications

Emil Phans / 3MS Text Messags
Jonn.dos@gmall.com (704) 780-2387
Edit Motificetion Settings

Hold for Plckup a1 Post Oflice™
HORTH TRYON
A700 W TRYON 3T CHARLOTTE, NC 25213-8735
Post Office™ Hours  (7)

Changs Locstion

4) Select Hazardous Material Type
Does this package contain anything potentially hazardous? Examples of mailable
HAZMAT include batteries, perfume, paint, aerosols, and more. There are types of HAZMAT
that are not mailable. To view a detailed list of HAZMAT examples, select ‘View examples
of mailable and nonmailable hazardous material.

a) Ifyour package DOES NOT contain anything potentially hazardous, select ‘No, | am
not shipping anything potentially hazardous’ and you will be directed to the next
section.

b) If your package DOES contain anything potentially hazardous, select ‘Yes, this
parcel contains potentially hazardous materials (HAZMAT)’.
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Step 2: Hazardous Materials

Does this parcel contain anything potentially hazardous?

Examplas of mailable HAZMAT include batteries, perfume, paint, asrosols, and mone, Thas
are types of HAZMAT that are not mailable. View what is mailable and what is nonmailable
HAZMWAT

Do Mot Mall Mercury! Marcury is a hazardous, sitver liguid metal. Mercury is
ﬁ_‘\,, inzide many oldar devicas like barometars, thermnometars, blood pressure cuffs,
themostats, and switches. Learn more.

‘Yes, this parcel contains potsntily Mo, | am not shipoimg anyihing potsntiaiy
hazerdous matarial [HAZMAT) nezardous

(b) (a)

i. Once selected, a HAZMAT modal will be displayed. Read through the list of

Mailable and Nonmailable HAZMAT types, and select | understand to
proceed with selecting a category type.

ii. Ifyou are not shipping a HAZMAT material and would like to go back to the
previous page, select Nevermind, | am not shipping HAZMAT.
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HAZMAT

The following iterns are conzsiderad hazardous materials (HAZMAT) or Dangearous Goods

Here are examples of HAZMAT items which are regulated in the mail:

Mailable HAZMAT Nonmailable HAZMAT (Prohibited)
ABMS SPrays Alr bags

Esttarss non-spllilabis) Ammunitian

Dry o= Bulk shipments of HAZMAT
Flammabile liquids Dymamits

Lightsrs (USPS authaorization requirsd)  Firsworks

Lithium Betteries Gasolins

Matches High Paowered Lithlum BEatterias {l.&., bikas, alactric cars, scootars)
Hell Polish Remover *Mercury

Perfums Purs Acstons

Propens

*Do Not Maill Mercury! Mercury is a hazardous, silver liguid metal. Mercury is inside many older
devices like thermometars, blood pressure cuffs, thermostats, and switches. Learn More

Mote: This i net an al inclusive list of mailable or prohibited items. Please refer to USPS
Publicaticn 52 (Pub 52) for quantity, packaging, and labaling guidance for mailable iems andfor to
ensura your shipment is not prohibitad inthe mail.

Shipping improparly prepared, undaclared or prohibited HAZMAT can result in civil and
criminal penalties under federal law. The following tutorial will halp you kearn how 1o sacuraly
package, label and ship HAZMAT for domestic destinations through USPSE. View tutorial at
whenw usps . com'hazmat

(i) (ii)

m Nevermind, | am not shipping HAZMAT

iii. Selectthe HAZMAT type from one of the options listed in the dropdown.
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“What typs of mailabls HAZMAT are you mailing? (F nat Istad, it may net be mailabls. Leam Moms)

Salsct b

Alr Elglble Ethenol (suthorized fregrance and hend ssnitlzsr shipmsnts)

Toy PropslentSatety Fuss

Hazardous katerisls Class 3 - Package (Hand sanftizer, rubbing alcohol, sthenol bass products,
flammsabla llquids stc)

Fagioactlve Matsnais (s.g., SMoks detectors, MINSrais, gun Sights, &tc. - Soeclal rsguinsments
1 Peckaging Instructions 7A requiramants)

5) Enter Items Information (optional)
a) This Items section is optional for domestic packages and only required for
packages that require a Customs Form (such as International or military based
addresses). To enter your items information, select Add Item(s).

Step 3: tems (optional) @ Add ltemis)

b) Once selected, the section will expand. Enter the item information in the required
fields.
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Step 3: ltems (optional) @

Mz 30
Itam Quantity waignt (3) Value
Ho ftams added
lem Desarigtion Cusatiny Total hermis) Wizight Tosal ltamis) Valus
| o[- #[ of=|| of=][:] o]
Mo 30
‘ Add lem ‘

Error: Al fields ae required io add an dem.

Plaase add item descrption. Pounds or cunces must be greatar than xem. Value must ba greater than zem.

c) Select Add Item to save the item information.

Step 3: tems (optional) ©

Mac 30

Itam Quantity weignt (3} Value




6) Select Package Type

a)

Ship Date: select the date that you would like the package to ship (you may now
select a date up to 7 days from today).

Step 4: Packaging

“Ship Date (Choosa a date up to 7 days away from today)

11/28/2024

i3

Hovember 2024 = e

Sy Mo Tu We Th Fr Sa

Update from Step 3

0 for insuranca

zhipping @

|e tre=
26 I M 20 3

b)

Package Value (optional): manually enter a package value up to and including
$5,000.00 for insurance or select Update from Step 3 to auto populate the package

value that you entered in Step 3: Items (if applicable).

Step 4: Packaging

“Ship Date {Choose a date up to 7 days away from today)

11/26/2024

Bt

Packapa Value faptiona) (L)

5

o |Update from Step 3

a)

Package Type: if you are a qualifying user of the Free Mater for the Blind (FMB)
program, select the | am shipping as Free Matter for the Blind checkbox to
proceed (refer to the following article for more information about the Free Matter for
the Blind (FMB) Program).
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https://faq.usps.com/s/article/What-is-Free-Matter-for-the-Blind-or-Other-Physically-Handicapped-Persons
https://faq.usps.com/s/article/What-is-Free-Matter-for-the-Blind-or-Other-Physically-Handicapped-Persons

[] 1am shipping as Free Matter for the Blind @

1 am shipping with USPS® Flat Rate

Packaging ‘ ‘ I have my own package or envelope

b) Package Details: once the | am shipping as Free Matter for the Blind is selected,
you will be required to enter the following package details:
i Package Weight: manually enter the package weight or select Update
from Step 3 to auto populate the package weight that you entered in Step
3: Items (if applicable).

Packaging Details

“Package Waight [ncludes paclaging])

o @ | s

0 M| o= Igpdate from Step_ﬂl

Plagss entar pacxags walght. At Isgst one flald must be grester than 0.

ii. Package Dimensions: manually enter the package dimensions. Note, if
HAZMAT was selected, only Choose your Packaging will be available.

“Package Dimensions m
Length Width Haight

o M| m 0 D m

X X

Plegss entar pacxagse dimensions. Al Isest two dimensions must be greeter then 0.

iii. Girth: If your package isn’t a standard rectangular box or envelope, select
The packaging is not a standard rectangular box or envelope checkbox
and enter the Girth.
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I Thea peckaging Is mot a standard rectangular box or envelops I

Ginh (1)
o D m

PleEss antar girth. Girth must ba greater than 0.

iv. Non-Machinable Items: If your package is a nonmachinable item (an
item that is lumpy, rigid, or square/oddly shaped that can't go through
automated sorting machines and need special handling), select the
Characterstic that best describes your package from the dropdown.

“Da any of the below characteristics apply 1o your packaging ? {I}

If muitiple apply, pleass sslect one. Otherwiss, choose 'Mone

Mana -

Maone

Glgss contalinsr with mors than 240z of Bquid

Metal or plastic contelner with more then 1 gallon of liquid

V. Select Save & Get Rates to proceed to the next step.

“Dia arty of the below characteristics apply 1o your packaging ? m

If multiple apply, pleass sslact one. Otherwizz, choose 'MNone

Gless container with morns than 240z of iguid -

7) Select Service Type
a) Services: once the Package Details are entered, a Domestic Free Matter for the
Blind (FMB) Service Type will automatically be selected for you. No further action is
required here.
i. Please note that the Shape, weight, and size affects the price for large
packages —to learn more about this select the Learn More hyperlink.
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Step 5: Services

Shape, weight, and size affect the price for large packages. Learn More

You selected that you are shipping Free Matter for the Blind. To change that selection, please
uncheck the Free Matter for the Blind checkbox in Step 3.

Domestic Free Matter for the Blind @ Delivery time not available

Custom Packaging

Matter may be sent free of charge if mailed by or for the use of blind or other persons who cannot read
or use conventionally printed materials due to a physical handicap. See tool tip for more information.

8) Select Extra Service(s)

a) Once the Free Matter for the Blind (FMB) Service Type is selected, you will be able
to select and add Extra Services. To add an extra service, select the checkbox of
the interested extra service.

i. Note, any extra service selected will NOT be free and MUST be paid.

Extra Services

[ ] Additional Insurance @ Fee Varies
[ Greate a return label () Charged upon use
[] Hide Postage on Label @) Free

9) Review Label Summary
a) Referto the Label Summary to get a brief summary of your label order. The Label
Summary will be a grey box located at the top right of the page.
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Label Summary

Domestic Free Matter for the Blind Choose Free
Your Own Box

USPS Tracking® Free
Insurance $8.25
Priority Mail® Return Free
Hide Postage on Label Free

10) Add Label to Cart or Save Label to Label Manager
a) Ifallthe required information is correct and you would like to add the label(s) to the
Label Cart and proceed to payment, select Add to Cart.
b) If all the required information is correct and you would like to save your label to your
Label Manager, select Save.

=

(a) (b)
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International Label (Free Matter for the Blind Users)

Create an international label for a single recipient free of postage through our eligible services if you
are a qualifying member of the Free Matter for the Blind Program (FMB) by following the steps

below.

1) Begin Single Label Creation Process - Two Options
a) Option 1: Click on Create a Single Label located on the landing page.

Let's get started! How would you like to create your labels?

Create a Single Label

Create individusl lsbels manually
within our improved crestion
process.

V'

Create a Batch

Organize your labels into a
batch and utilize cur

streamlined multi-label creation
process.

Import Labels

Import multiple labels via a Fils
Upload and continue editing in
Label Manager.

Start From Address Book
Start multiple labels in Label
Manager by bringing in addresses
from your Address Book.

b) Option 2: Click on New Label located on the Label Manager page.

Label Manager  / Shipping History / Address Book [/ USPS Connect® [ Direct Conmect [ Preferences
Al Labsls (2) Batchas (1)
abe Use Address Book ' Refresh Add All Complete to Cart >
& newLabal
by oate and time created. Each new absl wil Appear at ihe top of the tabie.
Z  newBaton Sarvice and Package Package Details Extra Servicas Total Prica Al Labels -
[ File upioaa
otten USPS Ground Advantege™ Cublc Chooss Your Own 180z Insurance $6.97
Box Velua: §5 e
RMAM ST USPS Tracking
Merketplace Import i i i Sender emall is i
H' P p I, 80805~ Edit Service And Packsge Edit I.?aekage + Add Extra ot ; Edit A
Details

Services

2) Enter Sender Details

The Sender Details section is pre-populated by default based on the address associated
with your account. To change or update this default address, refer to the Preferences tab
located at the top of the landing page.

a) To utilize a one-time return address, select the Use a one-time return address

checkbox.
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Sender Details

You can manage your return addressas in Preferences.

I|:| Uss & one-time rsturn eddress (DI

“Salect your retumn addess

Clark Kent
650 M PEARL ST -
DALLAS, TX, 75201

Ehip from a different ZIP Code™

b) Ifthe Use a one-time return address is selected, a New Return Address modal
will be displayed.

i. To pre-populate the senderinformation from a saved contact in your
Address Book, enter the contact’s name in the Search your Address Book
text field and select the suggested contact.

ii. To manually enter the sender information, enter the details in the required*
text fields.

iii. To save the sender information to your Address Book, select the Save to
Address Book checkbox.

iv. Once the sender information is entered and you are ready to proceed, select
Next.
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New Return Address

(i) Search your Address Book 8]

*Sender Information

Pleasa provide first and last name and/or company.

Fr=z Mama Mi L=t Marma

First Mams Is Reguired Last Mams is Reguirad

Compary

C3"1:E"|:|' Hemea s Reqguired

Pheons (opticnal) Email {opsional)

(i)

Sender Address

Pleasa provide a valid address. Required fields are marked with an asterik (7).

“Eireat Addrass Apt/Surte

Sirest Address s Required

City “Statz “ZIP Code™

o ‘ AL - Algbams ~ ‘ ‘ o ‘

C Ly IS Feguirsd Zlp Cods™ |5 Reguired

I [0 ssveto Address Eock I

(iii )

c) To utilize a previously saved return address, select the toggle down located under
the Select your return address section, and select an address from the list.



Sender Details

You can manage your return addressas in Preferences.

[0 use = one-time rsturn eddress (L)

“Salect your retumn addess

Clark Kent
300 SUPERMAN 5T

CHARLOTTE, MG 28262-2550

Ehip from a different ZIP Code™

i. Once selected, will also be able to create a new return address by selecting

the Create a new Sender Address hyperlinked option.

“ESalect your return addess

Clark Kent

300 SUPERMAN 5T
CHARLOTTE, MG 28262-2550

Clark Kent

300 SUPERMAM 5T
CHARLOTTE, HC 28262-2550

John Dos

300 SUPERMAN 5T
CHARLOTTE, MG 28262-2550

Ted Buckland Jr (FOLDER 3HOP)

Cregts 8 new Sendsr Addrsss

= =

If the Create a new Sender Address option was selected, a New Return Address

modal will be displayed.

i. To pre-populate the senderinformation from a saved contact in your

Address Book, enter the contact’s name in the Search your Address Book

text field and select the suggested contact.
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(ii)

(iii—iv)

ii. To manually enter the sender information, enter the details in the required*

text fields.

iii. To save the senderinformation to your Address Book, select the Save to

Address Book checkbox.

iv. To setthe senderinformation as your default return address, select the Set

as Default Return Address checkbox.

v. Once the sender information is entered and you are ready to proceed, select

Next.

New Return Address

o

Sarch your Addrass Book Cl

*Sender Information

Pleasa provide first and last name and/or company.

Frs: Nama MI Last Mama
Frst Mams s Regquirsd Last Mams s Requirsd
Compary
Compeny Mems s Requirsd
Phons (opticnal) Email {opsional)
Sender Address
Please provide a valid address. Required fields are marked with an asterik (7).
“Emeat Acdrass Apt/Suite
Strest Address s Feguirsd
“City “Etatm “ZIP Coda™
{E} ‘ AL - Alebama e ‘ ‘ {E} ‘
Clty Is Fiegquirsd Zlp Code™ |5 Reguirsd

[0 saveto Address Book

Bl s=tes Doteutt Rsturn Agdress
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e) Ifyou are shipping from a different ZIP Code™ than the ZIP Code™ indicated in your
Return Address, please enter the correct shipping from ZIP Code™ in the Ship from
a different ZIP Code™field (e.g.: | am shipping items out of a warehouse in
Washington, DC, but items should be returned to my location in New York. | would

indicate | am shipping from Washington DC).

Sender Details

You can rmanage your return addressas in Preferences.

[ use s one-tims return eddress (Z)

“Salect your refurn addess

Clark Kent

300 SUPERMAN 5T
CHARLOTTE, MC 282682-2550

Ehip from a difierent ZIP' Code™

f) To optinto Sender Tracking Notifications, select the Send me tracking
notifications checkbox.

Email
john.doe@Egrmail .com

Phone [ SMS Text Message
(704) T8O0-2387

D Sand me tracking notificetions

g) Once the Send me tracking notifications checkbox is selected, a Tracking
Notifications for Sender modal will be displayed.
i. Enterthe desired email in the Email text field or the phone number in the
Phone text field. (note, international phone numbers are currently not
supported by the Enhanced Click-N-Ship® application).
ii. Selectthe Type of Notifications that you want to receive.
iii. Select Save to save these changes.
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Tracking Notifications for Sender

Enter an email and’or phone number to receive notifications.

Email Fhane

(i) I 2}‘

Emell is reguinsd Phons IS reguirsd

Select which types of notifications you would like the user to receive?

Email Text

All Bslow Updsetas

Expact Delvary Updatss
(i) Cay of Delivery Updates
1
Peckegs Deovary

Avalehis for Pick Up

Deivery Expectetion Updetes

Packags In Transit Updatss

3) Enter Recipient Details
Within the Enhanced Click-N-Ship® application, you have the capability to either enter the
recipient details manually or select an address from your Address Book.

a) To pre-populate the recipient information from a saved contact in your Address
Book, enter the contact’s name in the Search your Address Book text field and
select the suggested contact.

i To be redirected to your Address Book, select the Manage Address Book
hyperlink.
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Step 1: Recipient Details

Search your Address Sook Q

Manage Address Book

b) To manually enter the recipient information, enter the details in the required* text

fields.

*Recipient Information

Pleasa provide firet and last name and'or comparny

First Hame M Last Nama
First rlame = reguirsd Last rlams (= reguirsd
Cempany
Company t= requirsd
Recipient Address
Pleaze provide a valid address. Reguined fields are marked with an asterisk (7
“Courtry

Camsds W
“Modrass 1 Address 2
Address 1 15 requirsd
Addrass 3
“City Pronince: “Postal Coda™

o | | D

C 1':.' = reguirad Fostal Cods = reguirsd
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c) Reference Number (optional): if you would like to enter a reference number, enter
the number in the Reference Number text field (hote, this reference number will be
printed on the label and has a maximum character limit of 30 characters).

Befarancs Mumber / Mot fthis will print on tha labal)

USPS® Smart Lockers are available in 2olect locations! They lat you ship to paopla
via salf-zaervice pickup at free, secure Smart Lockers in Post Office * Jocations. You
will have the opticn to ship eligible shipments to a USPS Smart Locker at checkout
Lesarn miors.

f) Save to Address Book (optional): if the recipient information that you entered is
new and you would like to save it as a contact in your Address Book, select the Save
to Address Book checkbox.

ii. Note, the contact information will only be saved to the Address Book once
the label is either saved to your Label Manager or added to the Label Cart.

g) Confirm Sender and Recipient Details: once the sender and recipient details are
entered and you are ready to proceed to the next section, select Next (Note, you will
not be able to proceed to the next section unless this is selected).

UsPs™ Smart Lockers are available in select locations! They lat you ship to people
via self-zervice pickup at free, secure Smart Lockers in Post Cffice * locations. You
will have the option to ship digible shipments to a USPS Smart Locker at chaeckout
Learn maore.

I [ seveto Address Sook

D Hold for Plckup at Post Office™

4) Select Hazardous Material Type
Does this package contain anything potentially hazardous? Examples of mailable
HAZMAT include batteries, perfume, paint, aerosols, and more. There are types of HAZMAT
that are not mailable. To view a detailed list of HAZMAT examples, select ‘View examples
of mailable and nonmailable hazardous material.
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a) If your package DOES NOT contain anything potentially hazardous, select ‘No, l am
not shipping anything potentially hazardous’ and you will be directed to the next
section.

b) If your package DOES contain anything potentially hazardous, select ‘Yes, this
parcel contains potentially hazardous materials (HAZMAT)’.

Step 2: Hazardous Materials

Does this parcel contain anything potentially hazardous?

Examples of mailable HAZMAT include batteries, perfume, paint, asrosols, and mone. There
are types of HAZMAT that are nor mailable. View what is mailable and what is nonmailable

ATMAT

Do Not Mail Mercury! Marcury is a hazardous, silver liguid metal. Mercury is

& inside many clder devicas like barometars, thermomeatars, blood pressure cuffs,
themaostats, and switches. Learn mong.

Yes, this parcel contalns potsntialhy Mo, | am not shipplmg anything potentiaiy
hazardous materal (HAZMAT) hezardowus

(b) (a)

i. Once selected, a HAZMAT modal will be displayed. Read through the list of
Mailable and Nonmailable HAZMAT types, and select | understand to
proceed with selecting a category type.

ii. Ifyou are not shipping a HAZMAT material and would like to go back to the
previous page, select Nevermind, | am not shipping HAZMAT.
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HAZMAT

The following iterns are conzsiderad hazardous materials (HAZMAT) or Dangearous Goods

Here are examples of HAZMAT items which are regulated in the mail:

Mailable HAZMAT Nonmailable HAZMAT (Prohibited)
ABMS SPrays Alr bags

Esttarss non-spllilabis) Ammunitian

Dry o= Bulk shipments of HAZMAT
Flammabile liquids Dymamits

Lightsrs (USPS authaorization requirsd)  Firsworks

Lithium Betteries Gasolins

Matches High Paowered Lithlum BEatterias {l.&., bikas, alactric cars, scootars)
Hell Polish Remover *Mercury

Perfums Purs Acstons

Propens

*Do Not Maill Mercury! Mercury is a hazardous, silver liguid metal. Mercury is inside many older
devices like thermometars, blood pressure cuffs, thermostats, and switches. Learn More

Mote: This i net an al inclusive list of mailable or prohibited items. Please refer to USPS
Publicaticn 52 (Pub 52) for quantity, packaging, and labaling guidance for mailable iems andfor to
ensura your shipment is not prohibitad inthe mail.

Shipping improparly prepared, undaclared or prohibited HAZMAT can result in civil and
criminal penalties under federal law. The following tutorial will halp you kearn how 1o sacuraly
package, label and ship HAZMAT for domestic destinations through USPSE. View tutorial at
whenw usps . com'hazmat

(i) (ii)

m Nevermind, | am not shipping HAZMAT

iii. Selectthe HAZMAT type from one of the options listed in the dropdown.
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“What typs of mailabls HAZMAT are you mailing? (F nat Istad, it may net be mailabls. Leam Moms)

Salact L

Alr Elglble Ethenol (suthorized fregrance and hend ssnitlzsr shipmsnts)

Toy PropslentSatety Fuss

Hazardous katerisls Class 3 - Package (Hand sanftizer, rubbing alcohol, sthenol bass products,
flammsabla llquids stc)

Fagioactlve Matsnais (s.g., SMoks detectors, MINSrais, gun Sights, &tc. - Soeclal rsguinsments
1 Peckaging instructions 74 requiremants)

5) Enter Items Information (required)
a) This Items section is required for packages that require a Customs Form (such as

International or military based addresses). To enter your items information, select
Add Item(s).

Step 3: ltems @

Fequired: At least one item is required for customs prior to selecting service and package type
for this destination.

Mac 30

Description H3 Tariff origin Quantity Weight Value

Mo ltams agded

b) HS Tariff Code: HS code is short for Harmonized Commodity Description and
Coding system. It refers to the single, universal and global classification system for
most traded goods and products. It is used to classify products upon export and to
calculate applicable taxes and duties.

i. ifyoudo not have an HS Tariff Code for the item, select no.
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Add ltem
* indicates requined fiald
Do you have an HS Tariff Code for this item?

HS code iz short for Harmonized Commodity Description and Coding system. It refers to the
single, universal and global classification system for most traded goods and products. It is used to
classify products upon export and to calculate applicable taxes and duties.

D‘l‘brs
0 no

i. If youdo have an HS Tariff Code for the item, select Yes and enter the code
in the required text field.

Do you have an HS Tariff Code for this item?

HS code iz short for Harmonized Commaodity Description and Coding systam. It refers to the
single, universal and global classification system for most traded goods and products. It is used 1o
classify products upon export and to calculate applicable taxes and duties.

Q =
) Mo

“HE Tariff Coda

c) Item Details: enter the item description, quantity, and weight.

d) Item Value: enter the total item(s) value.

M 20
“Total ltamis) Value
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e) Country of Origin: select the items country of origin.

“Country of Origin

United Siates of Amarica il

United Statss of Amarnica

(O
Afghanistan
Alnania ]
O~
Algerie
Andorrs

f) Category Type: select the items category and subcategory type.

“Exlact a category

Arts & Collsctibles e

“Ealect a sub-categany

Antiqua Hand-Paintsd & Hend-Drewn Art
Antiques Over 100 “ears OId
Archasologlcal, Zoologlcal & Histoncal Collector's Pleces

Art Paint & Brushes

Art Prints

g) Other Optional Information: enter the item UPC Code, Brand, and Product ID if
desired. Once finished, select Add Item to save your information.
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UPC Code ke Srand

Iram Digtai= Product ID

MNote: International weight limits vary. Not all sarvices may be available. Seo weight limits based on
country

6) Select Package Type
a) Ship Date: select the date that you would like the package to ship (you may now
select a date up to 7 days from today).

Step 4: Packaging

“Ship Date [Chooss a date up to 7 days away from today]

i3

11/28/2024

Hovember 2024 = e

S0 Mo Tu We Th Fr Sa
Update from Step 3

O] for insurance

shipping @

b) Package Value (required): manually enter a package value up to and including
$5,000.00 for insurance or select Update from Step 3 to auto populate the package
value that you entered in Step 3: Items (if applicable).
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“Package Value @

$ 100 Igpdatefrom Step_SI

Enter a value up to and including $5,000.00 for insurance

c) Package Type: if you are a qualifying user of the Free Mater for the Blind (FMB)
program, select the | am shipping as Free Matter for the Blind checkbox to
proceed (refer to the following article for more information about the Free Matter for
the Blind (FMB) Program).

] !am shipping as Free Matter for the Blind @

1 am shipping with USPS® Flat Rate

Packaging ‘ ‘ I have my own package or envelope

d) Package Details: once the | am shipping as Free Matter for the Blind is selected,
you will be required to enter the following package details:
i. Package Weight: manually enter the package weight or select Update
from Step 3 to auto populate the package weight that you entered in Step
3: Items (if applicable).

Packaging Details

Please ship with a standard rectangular box or envelope.

“Package Weight (includes packaging)

‘0 Ibs ‘D Dzsl

| Update from Step 3|

o

7) Select Service Type
a) Once the Package Details are entered, an international Free Matter for the Blind
(FMB) Service Type will automatically be selected for you. No further action is
required here.
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https://faq.usps.com/s/article/What-is-Free-Matter-for-the-Blind-or-Other-Physically-Handicapped-Persons
https://faq.usps.com/s/article/What-is-Free-Matter-for-the-Blind-or-Other-Physically-Handicapped-Persons

i. Please note that the Shape, weight, and size affects the price for large
packages —to learn more about this select the Learn More hyperlink.

Step 5: Services

IShape, weight, and size affect the price for large packages. Learn More I

*Select a Service Type: Sort by: Price | Delivery Time

Priority Mail International® Free
Matter for the Blind Small Flat Rate
le— Box

5-3/8" x 8-5/8" x 1-5/8"

8) Select Extra Service(s)

a) Ifyou are interested in adding an extra service to your packages(s), select the
checkbox of the interested extra service (note, the extra services listed will vary
depending on the international service and package type that was selected).

b) If no extra services are available, you will see a blue message bar letting you know
to proceed to step 5.

Step 4: Services

Priority Mail International® Free
e Matter for the Blind Small Flat Rate
le - Box

5-3/8" x 8-5/8" x 1-5/8"

Change Service Type

I @ More information is required for this label. Please scroll and proceed to Step 5.
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9) Enter International & Customs Information
a) Non-Delivery Handling: select how the package should be handled in the event
that it cannot be delivered (Return to Sender or Abandon).

Step 5: International & Customs Information

“Mon-gsiivery Handling
Specity how the DEckege should oe nandisd in the event thet 1 cannot be dsllvensd

Return to Sender Abandon

b) Contents Description: international packages require you to select a Content
Type. Select the Select a Content Type drop down and select the content type that
best describes your package.

Contents Description

“Contert Tipe

Marchandiss ks

Documsnts
Gifts
Karchandiss
Returmsd Goods

Commerclal Sampla

Humenitarian Donatlon Postal Service or any

B formation at the US Census
Dengerous Goods (Sslect this option If you ars shipping Ithium batterias)

Oifrear

c) US Census Bureau and Customs Information: if your shipment requires an export
license, select the Shipment requires an Export License checkbox and enter the
AES Downtown Citation from the U.S or International Transaction Number (ITN).

i. Note, you are able to enter up to 14 alphanumerical values in this field.
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US Census Bureau and Customs Information

International packages within carain categories accepted by the Postal Service or any
delivery company must display an AES Exemption. View monz information at the US Census
Buraau.

I B s snipment reguires an export licenss (Most ULS. commerciel sxports do not reguire a licenss)

Senerate an Internal Transaction Mumber (ITH) or AES Downtown Citation from the ULS.
Cenzus Buraau or call 1-800-549-0595

Generate AES/AITN »

AEEITH must ba 14 digits

d) Enter a Sender’s Customer Reference Number (optional).

Sender's Custom Fafersnce Mumbsar

e) Ifyou are a Commercial Sender, select the checkbox and enter the License
Number, Certificate Number, and Invoice Number (optional).

I ﬂ | Bm & commencial sendsr {| have Ucenss, Certiflcats, and/or Imvolce Humbar) I

Commercial Senders Only
Ligansa Mumnber E}

Cestificata Mumber (1)

kwoics Numbar ()
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10) Review Calculated Landed Cost Estimate

The Calculated Landed Cost Estimate is a brief summary located under the Label

Summary that shows your estimated landed cost for the international label (includes the

sum of the calculation of duties, taxes, and other import fees).

a) Toview a detailed breakdown of the duties, fees, and taxes, select View

Breakdown.

Duties, Fees & Taxes Paid by Recipient (T)
Total Landed Cost Estimate (Duties, Feas & Taxes): $13.00

*Thase feas are not dua now. This is total fees paid by the
recipient upon amval bazed on 1 itemn with a package value of
$100.00 USD.

Email Total Landsd Cost Breakdown

i. Review the Detailed Breakdown Summary of the duties, fees, and

taxes.

Item Breakdown of Total Landed Cost Estimate

The Landed Cost Estimate is an estimate of the taxes, duties, import faes and other feas that will
be impozad on your package and its contents as it is shipped to its delivery destination. The
amount is not exact, but an estimate of what the recipient should pay upon dalivery.

Description HS Tarif origin aTy Weight Valua Duties & Taxes
Dutias: $0.00
Hotsbook Mons us 1 1 $1|:||:|.|:||:| Taxas: 513.00

Estimated Fees Fee: 30.00
Estimated Duties & Taxes: 513.00

Estimated Total: $13.00
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b) To receive a copy of your Total Landed Cost via email, enter your email and
click Send.

Duties, Fees & Taxes Paid by Recipient (T)
Total Landed Cost Estimate (Duties, Fees & Taxes): $13.00

*These fees are not due now. This is total fees paid by the
recipiant upon amival based on 1 item with a package value of
$100.00 USD.

View Breakdown

Email Total Landad Cost Breakdown

11) Review Label Summary
a) Referto the Label Summary to get a brief summary of your label order. The Label

Summary will be a grey box located at the top right of the page.

Label Summary

Priority Mail International® Free Matter for Free
the Blind Small Flat Rate Box

12) Add Label to Cart or Save Label to Label Manager
a) If allthe required information is correct and you would like to add the label(s) to the
Label Cart and proceed to payment, select Add to Cart.
b) If allthe required information is correct and you would like to save your label to your

Label Manager, select Save.

Sm h

(a) (b)
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Domestic Label (3" Party Authorization Business Users)
Eligible Enhanced Click-N-Ship® Business Users can now utilize the rates and Enterprise Payment
System (EPS) Billing Account of another user to create, purchase, and ship labels on their behalf by
following the steps below.
1) Select a Payer Account
a) Onthe Enhanced Click-N-Ship® Homepage, select Switch Payer Account to
choose the Payer’s EPS account that you want to use to create the label(s) for.
i. Note, you can also switch between payer accounts via the Label Cart and
Preferences section.

Switch Payer Account 5
\—f Cant

Shipping with account: My Account -

Label Manager Shipping History Address Book USPS Connect® [/ Direct Connect |/ Preferences

Click-N-Ship®

Hi, Maya! What's in your Label Manager?
Welcome to the new Click-N-Ship Enhanced Shipping experience! Here you
«can view your account information, atart your Click-N-Ship experience, 0 4
mccess previous labels, create new labels, manage vour address book, and ® Incomplete Labels ® Complate | abels
more!

3 0

® Incomplete Batches @ Complate Batches

l View Label Manager Switch Payer Account

b) Click onthe dropdown under the Select Account section and select the Payer’s

EPS account that you want to use.
i. Note, anytime you switch Payer EPS accounts, the label(s) in their Label
Manager and Label Cart will be unique to that specific EPS account.

c¢) Oncethe Payer’s EPS account is selected, select Save Account to proceed with
creating label(s).

d) If youwant to utilize your own personal EPS account to create and purchase
label(s), select Switch To My Account.
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Need to purchase labels with another account?

Third-party billing allows you to charge a shipment's label to a third-party payer account. Selecting
another payer allows you to use their rates and their Enterprise Payment System (EPS) billing
account. The pricing you pay is on the payer's account rates.

Any additional benefits you have will not be reflected while using a payer account.

Note: When you switch accounts, the labels currently in your Label Manager and the Cart will be
cleared.

Currently billing to Account: 94883629

Select a payer account.

Select Account

(b) 94883629 1000008201 -

The shipper will be responsible for any payment adjustments post-shipping.

Switch To My Account Cancel

(c) (d)

2) Begin Single Label Creation Process — Two Options
a) Option 1: Click on Create a Single Label located on the landing page.
i. Note, shippers will not be able to see the Payer’s rates / prices when
creating or purchasing label(s).

Let's get started! How would you like to create your labels?

V"

Create a Single Label Create a Batch Import Labels Start From Address Book

Organize your labels into a

Create individusl labels manually - Import multiple labelzs via & Fils Start multiple labels in Label
s ) ) batch and utilize cur ) o o
within our improved crestion . X X Upload and continue editing in Manager by bringing in addresses
streamlined multi-label creation
procesa. Label Manager. from your Address Book.

process.

b) Option 2: Click on New Label located on the Label Manager page.
i. Note, shippers will not be able to see the Payer’s rates / prices when
creating or purchasing label(s).
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Label Manager Shipping History Address Book USPS3 Connect® [/ Direct Connect Preferences

All Labels {2} Eatchas {1}

New Label Use Address Book * Refresh Add All Complete to Gart >

& new Label

by dafe and Hime cragiad. Each new labsl will appear at the top of the table.
Q Mew Batch Service and Package Package Details Exira Services Total Price All Labels i
T File Uploaa

otten USPS Ground Advantege™ Cubic Chooss Your Own 18 02 Insurancs $6.97

Jppp— Box WElus: $5 =n= &
RIMAN 5 USPS Tracking .
Marketplace Impert - i i e i : Sendar amall is i

H' P! P I, 80803~ Edit Service And Package Edit Peckage + Acd Extra required., Edit

0 Detsils Sarvices

3) Enter Sender Details
The Sender Details section is pre-populated by default based on the address associated
with your account. To change or update this default address, refer to the Preferences tab
located at the top of the landing page.

a) To utilize a one-time return address, select the Use a one-time return address
checkbox.

Sender Details

You can manage your return addressas in Preferences.

I|:| Use s one-time rsturn eddress (DI

“Salect your reium addess

Clark Kent

300 SUPERMAN ST
CHARLOTTE, NG 28262-2550

Ehip from a different ZIP Coda™

b) Ifthe Use a one-time return address is selected, a New Return Address modal
will be displayed.
i.  Topre-populate the sender information from a saved contact in your
Address Book, enter the contact’s name in the Search your Address
Book text field and select the suggested contact.
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ii. To manually enter the sender information, enter the details in the
required* text fields.

iii. To save the sender information to your Address Book, select the Save to
Address Book checkbox.

iv. Once the sender information is entered and you are ready to proceed,
select Next.

New Return Address

m

(i) Search your Addrass

*Sender Information

Pleass provide first and last name and/or company.

Fr=t Mama MI Lot Mame
First Mams s Reguirsd Last Mems (s Raguirsd
Comparmy
C3"1:E"|:.' rEms = Reguirsd
Fhone (opticnal) Email {opsional)
(ii)
Sender Address
Please provide a valid addresz. Required fields are marked with an asterik (7).
“Emeat Acddrass Apt/Suits
Sirest Address (= Reguirsad
“City St “ZIP Codg™
m ‘ AL - Alsbama v ‘ ‘ m ‘
City Is Requirsd Zlp Code™ |5 Requirsd
(iii ) I [] saveto Address Book I

c) To utilize a previously saved return address, select the toggle down located under
the Select your return address section, and select an address from the list.
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Sender Details

You can manage your return addressas in Preferences.

[0 use = one-time rsturn eddress (L)

“Salect your retumn addess

Clark Kent

300 SUPERMAN 5T -
CHARLOTTE, MC 28262-2550

Ehip from a different ZIP Code™

i Once selected, will also be able to create a new return address by
selecting the Create a new Sender Address hyperlinked option.

“ESalect your return addess

Clark Kent

300 SUPERMAM 5T -
EH&.F!LCITFE VHC 28262-2550

Clark Kent

300 SUPERMAN 5T
CHARLOTTE, MG 28262-2550

John Dos

300 SUPERMAMN 5T
CHARLOTTE, MG 28262-2550

Ted Buckland Jr (FOLDER 3HOP)

Cregts 8 new Sendsr Addrsss

= =

d) If the Create a new Sender Address option was selected, a New Return Address
modal will be displayed.
i. To pre-populate the sender information from a saved contact in your
Address Book, enter the contact’s name in the Search your Address
Book text field and select the suggested contact.
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(ii)

(iii—iv)

ii. To manually enter the sender information, enter the details in the

required* text fields.

iii. To save the sender information to your Address Book, select the Save to

Address Book checkbox.

iv. To set the sender information as your default return address, select the

Set as Default Return Address checkbox.

V. Once the sender information is entered and you are ready to proceed,

select Next.

New Return Address

o

Sarch your Addrass Book Cl

*Sender Information

Pleasa provide first and last name and/or company.

Frs: Nama MI Last Mama
Frst Mams s Regquirsd Last Mams s Requirsd
Compary
Compeny Mems s Requirsd
Phons (opticnal) Email {opsional)
Sender Address
Please provide a valid address. Required fields are marked with an asterik (7).
“Emeat Acdrass Apt/Suite
Strest Address s Feguirsd
“City “Etatm “ZIP Coda™
{E} ‘ AL - Alebama e ‘ ‘ {E} ‘
Clty Is Fiegquirsd Zlp Code™ |5 Reguirsd

[0 saveto Address Book

Bl s=tes Doteutt Rsturn Agdress
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e) Ifyou are shipping from a different ZIP Code™ than the ZIP Code™ indicated in your
Return Address, please enter the correct shipping from ZIP Code™ in the Ship from
a different ZIP Code™field (e.g.: | am shipping items out of a warehouse in
Washington, DC, but items should be returned to my location in New York. | would

indicate | am shipping from Washington DC).

Sender Details

You can rmanage your return addressas in Preferences.

[ use s one-tims return eddress (Z)

“Salect your refurn addess

Clark Kent

300 SUPERMAN 5T
CHARLOTTE, MC 282682-2550

Ehip from a difierent ZIP' Code™

f) To optinto Sender Tracking Notifications, select the Send me tracking
notifications checkbox.

Email
john.doe@Egrmail .com

Phone [ SMS Text Message
(704) T8O0-2387

D Sand me tracking notificetions

g) Once the Send me tracking notifications checkbox is selected, a Tracking
Notifications for Sender modal will be displayed.
i Enter the desired email in the Email text field or the phone number in the
Phone text field. (note, international phone numbers are currently not
supported by the Enhanced Click-N-Ship® application).
ii. Select the Type of Notifications that you want to receive.
iii. Select Save to save these changes.

108



Tracking Notifications for Sender

Enter an email and’or phone number to receive notifications.

Email Fhane

(i) I 2}‘

Emell is reguinsd Phons IS reguirsd

Select which types of notifications you would like the user to receive?

Email Text

All Bslow Updsetas

Expact Delvary Updatss
(i) Cay of Delivery Updates
1
Peckegs Deovary

Avalehis for Pick Up

Deivery Expectetion Updetes

Packags In Transit Updatss

4) Enter Recipient Details
Within the Enhanced Click-N-Ship® application, you have the capability to either enter the
recipient details manually or select an address from your Address Book.

a) To pre-populate the recipient information from a saved contact in your Address
Book, enter the contact’s name in the Search your Address Book text field and
select the suggested contact.

i To be redirected to your Address Book, select the Manage Address Book
hyperlink.
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Step 1: Recipient Details

Search your Address Sook Q

Manage Address Book

b) To manually enter the recipient information, enter the details in the required™* text
fields.

*Hecipient Information

Please provide first and last name andfor compary

First Ham= o Last Mama

o] |

First HMamsa = requirsd Last Hama I= regquirsd

Company

| o]

Company l= required

Recipient Address
Pleaze provide a valid addrass. Reqguired fields are marked with an asterizk (7

“Courtry

United Stetes of Amarice hd

“Street Address AptSuitaOthar

)|

Strest Address |s required
“City “State “ZF Coda™

{E}‘ ‘ AL - AlaDema V| ‘ D

City = required ZIP Coda™ s requirsd

c) Ifyouwould like to enter a reference number, enter the number in the Reference
Number text field (note, this reference number will be printed on the label and has a
maximum character limit of 30 characters).
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Beferance Mumber 7 Mot {this will prirt on the labal)

M Crarmeter Limit 20

USPS® Smart Lockers are available in 2olect locations! They let you ship to pacple
via salf-zervice pickup at free, sacure Smart Lockers in Post Office * Jocations. You

will have the option to ship aigible shiprments to a USPS Smart Locker at checkout
Learn maors.

d) Save to Address Book (optional): if the recipient information that you entered is
new and you would like to save it as a contact in your Address Book, select the Save
to Address Book checkbox.

i Note, the contact information will only be saved to the Address Book once
the label is either saved to your Label Manager or added to the Label Cart.

USPS® Smart Lockers are available in 2olect locations! They lat you ship to pacple
via salf-zervice pickup at free, secure Smart Lockers in Post Office " locations. You

will have the opticn to ship eligible shiprments to a USPS Smart Locker at checkout
Laarn maore.

I Save to Address Sook

D Send reciplent trecking notifications

[0 Hola for Pickup at Post Office™

e) Send Recipient Tracking Notifications (optional): if you would like the recipient to
receive text or email notifications about the package, select the Send recipient
tracking notifications checkbox.

i Note, the recipient will receive a notification from USPS® asking them if
they would like to opt-in to tracking notifications.
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USPS® Smart Lockers are available in 2olect locations! They lat you ship to paople
via self-service pickup at free, secure Smart Lockers in Post Office  locations. You
will have the opticn to ship eligible shiprments to a USPS Smart Locker at checkout
Learn more.

[0 save to Addrass Sook

D Sand reciplent trecking notifications

[ Hola for Pickup at Post omMoe™

ii. Once selected, a Tracking Notifications for Recipient modal will be
displayed where you will be required to enter the recipient phone number
and / or email (note, international phone numbers are currently not
supported by the Enhanced Click-N-Ship® application).

iii. Select the Type of Notifications that you want to the recipient to receive.
iv. Select Save to save these changes.
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Tracking Notifications for Recipient

Enter an email and/or phone number to receive notifications.

Email Phans

(i) ;}‘

= velld format Pmons IS required

Salact which types of notifications yvou would like the user to receiva?

oy
a1

Email

All Below Updstas

Expect Dellvery Updates
( ii ) Day of Delivery Updsetaes
Fackags Devery

Avalabis for Plck Up

Deivery Expectetion Updetes

Packags In Transit Updatss

f) Hold for Pickup at Post Office™ (optional): if you would like to have your package
held at a designated Post Office™ location for pickup, select the Hold for Pickup at
Post Office™ checkbox.

113



UsPS® Smart Lockers are available in salact locations! They lat you ship to
pecple via self-sarvice pickup at frea, sacure Smart Lockers in Post Offica™
locations. You will have the option to ship eligible shipments to a USPS Smart
Locker at checkout. Learm more.

[ save o agdress Soox

[ sendreciolant trecking notifications

I D Hold for Plckup 8t Post Office™ I

i Once selected, a Hold for Pickup modal will be displayed. To find the
nearest Post Office™ location available for pickup, Enter the desire Zip
Code™ in the Enter the ZIP Code™ text field.

Hold for Pickup

If available, yvou can select a Post Office™ to hold the shipmeant until the recipient picks it up.

“Entara ZIP Coda™

to salect a location

Mearest Location(s)
The shipment will be held until the recipient can pick it up.

ii. Select the desired Post Office™ from one of the options displayed.
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Hold for Pickup

If available, you can select a Post Office™ to hold the shipment until the recipient picks it up.

“Entara ZIR Coda™

28262 o]

Mearest Location(s)

The shipment will be held until the recipient can pick it up.

0 NORTH TRYON
&700 M TRYOM 5T
CHARLOTTE, N, 25213-9788

Post Ofcs Howrs ()

) MEWELL

8106 OLD COMCORD RD
MEWELL, NC, 2B128-0897

Post Ofcs Hows ()

Awailable Services:

Priority Mail Express®
Priority Mail®

USPS Ground Advantage™
Priority Mail® Cubic

USPS Ground Advantage™
Cubic

Available Services:

Priority Mail Exprezz@
Priority MailE

USPS Ground Advantage™
Priority Mail® Cubic

USPS Ground Advantage™
Cubic

iii. To receive text and / or email notifications to notify you or the recipient
that the package is ready for pickup, enter the email and / or phone
number in the respective text fields.

iv.  Select Save to proceed to the next step.

“Enter an email and phone number for the sender and recipient to recaive notifications.

(iii )

Sxndar Email Aecipiar Email
o] ©
Sendar Emall Is required Emall must e valld format
Sendar Phone £ EMS Ted Meszags Aacipiam Phone / SME Taxt Massage
© ®©
Sender Phons / SMS Tet Messege = requirsd Reciplsnt Phone £ SKMS Text Message IS requinsd
Save (iv)
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g) Confirm Sender and Recipient Details: once the sender and recipient details are
entered and you are ready to proceed to the next section, select Next (Note, you will
not be able to proceed to the next section unless this is selected).

USPS® Smart Lockers are available in solect locations They let you ship to
pecple via self-sarvice pickup at free, secure Smart Lockers in Post Off e’
ocations. You will have the option to ship eligible =hipments o a USPS Smart
Locker at checkout. Leam more.

[] seveto Addrass Sook

Sand reciplent trecking notifications

Emil Phans / 3MS Text Messags
Jonn.dos@gmall.com (704) 780-2387
Edit Motificetion Settings

Hold for Plckup a1 Post Oflice™
HORTH TRYON
A700 W TRYON 3T CHARLOTTE, NC 25213-8735
Post Office™ Hours  (7)

Changs Locstion

5) Select Hazardous Material Type
Does this package contain anything potentially hazardous? Examples of mailable
HAZMAT include batteries, perfume, paint, aerosols, and more. There are types of HAZMAT
that are not mailable. To view a detailed list of HAZMAT examples, select ‘View examples
of mailable and nonmailable hazardous material.

a) Ifyour package DOES NOT contain anything potentially hazardous, select ‘No, | am
not shipping anything potentially hazardous’ and you will be directed to the next
section.

b) If your package DOES contain anything potentially hazardous, select ‘Yes, this
parcel contains potentially hazardous materials (HAZMAT)’.
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Step 2: Hazardous Materials

Does this parcel contain anything potentially hazardous?

Examplas of mailable HAZMAT include batteries, perfume, paint, asrosols, and mone, Thas
are types of HAZMAT that are not mailable. View what is mailable and what is nonmailable
HAZMWAT

Do Mot Mall Mercury! Marcury is a hazardous, sitver liguid metal. Mercury is
ﬁ_‘\,, inzide many oldar devicas like barometars, thermnometars, blood pressure cuffs,
themostats, and switches. Learn more.

‘Yes, this parcel contains potsntily Mo, | am not shipoimg anyihing potsntiaiy
hazerdous matarial [HAZMAT) nezardous

(b) (a)

i. Once selected, a HAZMAT modal will be displayed. Read through the list of

Mailable and Nonmailable HAZMAT types, and select | understand to
proceed with selecting a category type.

ii. Ifyou are not shipping a HAZMAT material and would like to go back to the

previous page, select Nevermind, | am not shipping HAZMAT.
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HAZMAT

The following iterns are conzsiderad hazardous materials (HAZMAT) or Dangearous Goods

Here are examples of HAZMAT items which are regulated in the mail:

Mailable HAZMAT Nonmailable HAZMAT (Prohibited)
ABMS SPrays Alr bags

Esttarss non-spllilabis) Ammunitian

Dry o= Bulk shipments of HAZMAT
Flammabile liquids Dymamits

Lightsrs (USPS authaorization requirsd)  Firsworks

Lithium Betteries Gasolins

Matches High Paowered Lithlum BEatterias {l.&., bikas, alactric cars, scootars)
Hell Polish Remover *Mercury

Perfums Purs Acstons

Propens

*Do Not Maill Mercury! Mercury is a hazardous, silver liguid metal. Mercury is inside many older
devices like thermometars, blood pressure cuffs, thermostats, and switches. Learn More

Mote: This i net an al inclusive list of mailable or prohibited items. Please refer to USPS
Publicaticn 52 (Pub 52) for quantity, packaging, and labaling guidance for mailable iems andfor to
ensura your shipment is not prohibitad inthe mail.

Shipping improparly prepared, undaclared or prohibited HAZMAT can result in civil and
criminal penalties under federal law. The following tutorial will halp you kearn how 1o sacuraly
package, label and ship HAZMAT for domestic destinations through USPSE. View tutorial at
whenw usps . com'hazmat

(i) (ii)

m Nevermind, | am not shipping HAZMAT

iii. Selectthe HAZMAT type from one of the options listed in the dropdown.
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“What typs of mailabls HAZMAT are you mailing? (F nat Istad, it may net be mailabls. Leam Moms)

Salsct b

Alr Elglble Ethenol (suthorized fregrance and hend ssnitlzsr shipmsnts)

Toy PropslentSatety Fuss

Hazardous katerisls Class 3 - Package (Hand sanftizer, rubbing alcohol, sthenol bass products,
flammsabla llquids stc)

Fagioactlve Matsnais (s.g., SMoks detectors, MINSrais, gun Sights, &tc. - Soeclal rsguinsments
1 Peckaging Instructions 7A requiramants)

6) Enter Items Information (optional)
a) This Items section is optional for domestic packages and only required for
packages that require a Customs Form (such as International or military based
addresses). To enter your items information, select Add Item(s).

Step 3: tems (optional) @ Add ltemis)

b) Once selected, the section will expand. Enter the item information in the required
fields.
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Step 3: ltems (optional) @

Mae 30
Ham waignt (3) value
Ho lems addsd
Iterm Drescription Total kernis) Waight Total ltamis} Value
| o of=|| o]=][:] o]
Macx: 20
‘ Add ltem

Error: Al fields ae required io add an dem.

Plaase add item descrption. Pounds or cunces must be greatar than xem. Value must ba greater than zem.

c) Select Add Item to save the item information.

Step 3: tems (optional) ©

Mac 30

Hem

Value
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7) Select Package Type
a) Ship Date: select the date that you would like the package to ship (you may now
select a date up to 7 days from today).

Step 4: Packaging

“Ship Date (Choosa a date up to 7 days away from today)

11426/2024 &

Hovember 2024 = e

Su Mo Tu We Th Fr Sa
:| Update from Step 3

0 for insuranca

zhipping @

B TR
26 27 B 20 W

b) Package Value (optional): manually enter a package value up to and including
$5,000.00 for insurance or select Update from Step 3 to auto populate the package
value that you entered in Step 3: Items (if applicable).

Step 4: Packaging

“Ship Date {Choose a date up to 7 days away from today)

11/26/2024

Bt

Packapa Value faptiona) (L)

H] o |Update from Step 3

Entar a valus up ta and including §2,000.00 for insurance

c) Package Type: select a USPS package type from the two options available (Flat
Rate Packaging or Choose Your Own Packaging).
i. USPS® Flat Rate Packaging: If | am shipping with USPS® Flat Rate
Packaging is selected, you will be directed to the next step (Step 4:
Services).
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Let us know what you're shipping @

| am shipping with LISPS® Flat Rate
Packaging

| have mmy own package or envalope

d) Choose Your Own Packaging: If | have my own packaging or envelope is
selected, you will be required to enter the following Package Details:

Let us know what you're shipping @

| am shipping with USPS® Flat Rate
Packaging

| hane nmy own package or envelope

i Package Weight: manually enter the package weight or select Update

from Step 3 to auto populate the package weight that you entered in Step

3: Items (if applicable).

Packaging Details
“Packags Waight (ncludes packaging)

o D | s o (M) | o= |gp-date from Step 3 |
Plegss antar pacxagse walght. At laest one flald must be grastar then 0.

ii. Package Dimensions: manually enter the package dimensions. Note, if

HAZMAT was selected, only Choose your Packaging will be available.

“Packags Dimansians E)
Length Wit Haight

0 Ofm X o @ X

Plegss entar packagse dimensions. At laest two dimsnshons must ba gragter than 0.
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iii. Girth: If your package isn’t a standard rectangular box or envelope, select
The packaging is not a standard rectangular box or envelope checkbox
and enter the Girth.

I The peckaging IS not & stendard rectangular box of snvelops I

Ginh (D)
0 @ m

Plagsa entar girtn. Girth must be grester than 0.

iv. Non-Machinable Items: If your package is a nonmachinable item (an
item that is lumpy, rigid, or square/oddly shaped that can't go through
automated sorting machines and need special handling), select the
Characterstic that best describes your package from the dropdown.

“Do any of the below charactenstics apply 1o your packaging? m

i multiple apply, pleass salect one. Otherwiss, choose 'None

MHone -

Mone

Gless contalnsr with more than 240z of Bguid

Metel or plastic contelnsr with mora then 1 gallon of liqusd

V. Select Save & Get Rates to proceed to the next step.

“Do any of tha balow characteristics apply 1o your packaging ? {I}

If muitiple apply, pleass sslect one. Othenwiss, choose 'Mons

Gless container with mons than 240z of iguid b

8) Select Service Type
a) Services: based off the Package Type that was previously selected, a specific list of
available Service Types will be listed in this section. Please note that the Shape,
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weight, and size affects the price for large packages - to learn more about this

select the Learn More hyperlink.

Step 5: Services

Shape, weaight, and size affect the price for large packages. Learn Maora

Some service standards to this location are not available at this time.

“Salact your USPS Flat Rate Packaging () Filter by | A
___ Priority Mail® Flat Rate 1-Day Delivery |
BN Ewelope Mov 26, 2024
= A242"x81/2"
Priority Mail® Large Flat Rate 1-Day Delivery |
F=— Box
= Mow 26, 2024
T 1244 x 12 xE
Priority Mail® Medium Flat
« - RateBox 1-Day Delivery |
Mov 28, 2024

S MR BA2" x 512" 13508 x
11-7/8" x 3-3/8"

b) Filter By: to more easily view all of the available Service types, you can Filter by

Type by selecting a filter from the dropdown.
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Step 5: Services
Shape, weight, and size affect the price for large packages. Learn More

Some service standards to this location are not available at this time.

“Select your USPS Flat Rate Packaging (D) Filter by | A0 v
— Priority Mail® Flat Rate 1-Day @ =nvscos
. Envelope Now 26,
== A2-AEmxoe Box
Poiy Beg

Priority Mail® Large Flat Rate 4 paw g

F=_ Box
™ Mov 26,
=T 24t x 12t xE

Priceity kall
Pricrity Mall Express

USPS Connect

Priority Mail® Medium Flat

c) Ifyouraddress is eligible for the USPS Connect® Local Service Types, it will be
displayed here. Eligibility is determined by the sender and recipient address entered
instep 1.

Step 5: Services

Shape, weight, and size affect the price for large packages. Learn More

Some service standards to this location are not available at this time.

*Salect your USPS Flat Rate Packaging () Filtar by | US25 connect w

USPS Connect® Local Large
Flat Rate Bag
14w 17"

Same-Day or Naxt-
Day

USPS Connect® Local Flat
- Rate Box iﬂ?@-ﬂﬁf or Next-

197 % 3-4/2" % 14-1/8" v
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d) If aUSPS Connect® Local Service Type is selected, a nearby drop-off location will
be displayed (note, drop-off locations that are displayed are determined by the
sender address entered in step 1).

Step 5: Services

Shape, weight, and size affact the price for large packages. Learn More

Some service standards to this location are not available at this time.

USPS Connect® Local Small Flat
Rate Bag
9" x 12

Same-Day or Next-
Day

Change Service Type

IQ- Your Drop-Off Location

DDLU CHICAGO POST OFFICE
433 W HARRISOM ST
CHICAGD, IL 80699

Extra Services

[J Asditionel insurenzs (@)
[ signsturs ssrvices (@)
O crests & return isbst (D)

Hids Postage on Label (§)

Faa Varlss

Fea Varles

Cnarged upon use

Freg

Your Drop-Off Location Details

DDU: CHICAGO POST OFFICE
433 W HARRISOMN ST
CHICAGO, IL 60E33

Total Distance: 0.72 Miles away

Lot Parking
Available

Drop-off Hours

Mon-Fri Sat Sun
Clased Clossd Chosed

For Same-ciay Selary, you'l need to drogp all your packages off befon & a.m. lecal time of your
selacted Ship date Fackages dropped off Mier may b delvered e fod day.

Ghorfew  Wimctis
MountFregpact
™ / EvAnsinn
[0 Shokia
= —L
o
“Ermhurs} 9
Oak Fark
N | : QP
ok
By
Jonmers Growtr [
|
171
Dk Lawm
3
L=
0

. b Cualiined Cit

e —-—_—

9) Select Extra Service(s)

a) Once the Service Type if selected, you will be able to select and add Extra Services.
To add an extra service, select the checkbox of the interested extra service and

choose an Extra Service Type.

i. Note, the extra services listed will vary depending on the service and
package type that was selected.
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Extra Services

[ signature Services (T) Fee Varies

[] Create aretum labal @) Chargad upon usa

10) Review Label Summary
a) Referto the Label Summary to get a brief summary of your label order. The Label
Summary will be a grey box located at the top right of the page.
i. Note, you will be able to see the shippers account information.

Label Summary

Shipping with Account: 94883629
“Pricea determined on payment

Estimated Delivery: Same-Day or Next-Day

USPS Connect® Local Large Flat
Rate Bag

USPS Tracking™

Total Unavailable

“Prices determined on paymeni

11) Add Label to Cart or Save Label to Label Manager
a) If allthe required information is correct and you would like to add the label(s) to the
Label Cart and proceed to payment, select Add to Cart.
b) If all the required information is correct and you would like to save your label to your
Label Manager, select Save.

Sm h

(a) (b)
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International Label (3" Party Authorization Business Users)

Eligible Enhanced Click-N-Ship® Business Users can now utilize the rates and Enterprise Payment
System (EPS) Billing Account of another user to create, purchase, and ship international labels on
their behalf by following the steps below.

1) Select a Payer Account
a) Onthe Enhanced Click-N-Ship® Homepage, select Switch Payer Account to
choose the Payer’s EPS account that you want to use to create the label(s) for.
i. Note, you can also switch between payer accounts via the Label Cart and
Preferences section.

Switch Payer Account 5
\—f Cant

Shipping with account: My Account -

Label Manager Shipping History / Address Book USPS Connect® [/ Direct Connect |/ Preferences

Click-N-Ship®

Hi, Maya! What's in your Label Manager?
Welcome to the new Click-N-Ship Enhanced Shipping experience! Here you
«can view your account information, atart your Click-N-Ship experience, 0 4
mccess previous labels, create new labels, manage vour address book, and ® Incomplete Labels ® Complate | abels
more!

3 0

® Incomplete Batches @ Complate Batches

l View Label Manager l l Switch Payer Account

b) Click onthe dropdown under the Select Account section and select the Payer’s

EPS account that you want to use.
i. Note, anytime you switch Payer EPS accounts, the label(s) in their Label
Manager and Label Cart will be unique to that specific EPS account.

c¢) Oncethe Payer’s EPS account is selected, select Save Account to proceed with
creating label(s).

d) If youwant to utilize your own personal EPS account to create and purchase
label(s), select Switch To My Account.
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Need to purchase labels with another account?

Third-party billing allows you to charge a shipment's label to a third-party payer account. Selecting
another payer allows you to use their rates and their Enterprise Payment System (EPS) billing
account. The pricing you pay is on the payer's account rates.

Any additional benefits you have will not be reflected while using a payer account.

Note: When you switch accounts, the labels currently in your Label Manager and the Cart will be
cleared.

Currently billing to Account: 94883629

Select a payer account.

Select Account

(b) 94883629 1000008201 -

The shipper will be responsible for any payment adjustments post-shipping.

Switch To My Account Cancel

(c) (d)

2) Begin Single Label Creation Process — Two Options
a) Option 1: Click on Create a Single Label located on the landing page.
i. Note, shippers will not be able to see the Payer’s rates / prices when
creating or purchasing label(s).

Let's get started! How would you like to create your labels?

V"

Create a Single Label Create a Batch Import Labels Start From Address Book

Organize your labels into a

Create individusl labels manually - Import multiple labelzs via & Fils Start multiple labels in Label
s ) ) batch and utilize cur ) o o
within our improved crestion . X X Upload and continue editing in Manager by bringing in addresses
streamlined multi-label creation
procesa. Label Manager. from your Address Book.

process.

b) Option 2: Click on New Label located on the Label Manager page.
i. Note, shippers will not be able to see the Payer’s rates / prices when
creating or purchasing label(s).
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Label Manager Shipping History Address Book USP3 Connect® Direct Connect Preferences

All Labsls {2} Eatches (1)

abe Use Address Book * Refresh Add All Complete to Gart >

& new Label

by dafe and Hime cragiad. Each new labsl will appear at the top of the table.
Q HMew Batch Service and Package Package Details Exira Services Total Price All Labels v
T File Uploaa

otten USPS Ground Advantege™ Cubic Chooss Your Own 18 02 Insurancs 697

Jppp— Box WElus: $5 =n= &
RIMAN 5 USPS Tracking .
Merketplace Impert - Edi e — it PRCK Sandar emall is "
P P . IL, B0€03- Edit Service And Package Edit I.is..ksge + Add Extra required., Edit v
Details

0 Sarvices

3) Verify your Sender Details
The Sender Details section is pre-populated by default based on the address associated
with your account. To change or update this default address, refer to the Preferences tab
located at the top of the landing page.

a) If youwould like to utilize a one-time return address, select the Use a one-time
return address checkbox.

b) If you would like to utilize a previously saved return address, select the toggle down
located under the Select your return address section, and select an address from
the list. You will also be able to create a new return address within this section by
selecting the Create a new Sender Address hyperlinked option.

c) Ifyou are shipping from a different ZIP Code™ than the ZIP Code™ indicated in your
Return Address, please enter the correct shipping from ZIP Code™ in the Ship from
a different ZIP Code™field (e.g.: | am shipping items out of a warehouse in
Washington, DC, but items should be returned to my location in New York. | would
indicate | am shipping from Washington DC).
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(a)

(b)

(c)

d) Ifthe Use a one-time return address or Create a new Sender Address options
were selected, a New Return Address modal will be displayed.

i. To pre-populate the sender information from a saved contact in your

Sender Details

You can manage your reium addresses in Preferences.

O uss a ons-tims r=turn saarszs (1)

“Eglect your return addess

Sender Test

300 SUPERMAN 5T
CHARLOTTE, MG 28262-2550

Ehig from a different ZIF Code™

22203

Email
jehn.doeZgmail .com

Phone f SMS Text Message
(v04) TBO-2387

] send ms tracking notifications

Address Book, enter the contact’s name in the Search your Address Book

text field and select the suggested contact.

To manually enter the sender information, enter the details in the required*

text fields.

To save the sender information to your Address Book, select the Save to

Address Book checkbox.

To set the sender information as your default return address, select the Set
as Default Return Address checkbox (note, this option is only displayed for

the Create a New Sender Address option).

Once the sender information is entered and you are ready to proceed, select

Next.
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New Return Address

( i ) Search your Address Book

*Sender Information

Pleasa provide first and last name andfor company.

Firs: Nama M Last Mama
Comparty

Fhone (optional) Email {optional)
Sender Address

“Srraat Ackdrass

Please provide a valid address. Required fields are marked with an asterik (7).

AetEui

(i) l

iy

) |

“ZIF Coda™

|

==

(iii—iv) [0 saveto Address Book
i —iv
[[] sst as Dereutt Fsturn Address

e) To optinto Sender Tracking Notifications, select the Send me tracking

notifications checkbox.
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f) If the Send me tracking notifications checkbox was selected, a Tracking

Sender Details

You can manage your reium addresses in Preferences.

O uss a ons-tims r=turn saarszs (1)

“Eglect your return addess

Sender Test
300 SUPERMAN 5T
CHARLOTTE, MG 28262-2550

Ehig from a different ZIF Code™

22203

Email
jehn.doeZgmail .com

Phone f SMS Text Message
(v04) TBO-2387

] send ms tracking notifications

Notifications for Sender modal will be displayed.

Enter the desired emailin the Email text field or the phone number in the
Phone text field. (note, international phone numbers are currently not
supported by the Enhanced Click-N-Ship® application).

Select the Type of Notifications that you want to receive.

Select Save to save these changes.
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Tracking Notifications for Sender

Enter an email and/or phone number to recaive notifications.

Email Phona

|ohn.dos@gmall.com (F04) TEO-2387

Selact which types of notifications you wiould like the user to receiva?

Ennail Text

All Bslow Updstes

Expect Delvery Updates
(ii) D=y of Dalvary Updstes
Packegs Dslivery
AvalEDls for Flck Up

D=livary Expectetion Updetes

Ooooooogo 0O
Ooooooogo 0O

Packegs In Transi Updatss

Wour information will be used to respond to youwr mail recoveny service requast. Collection is authorized by 38 ULE.C. 201, £33, and
404, Providing tha information is wolurtary, but if not provided, we may not process youwr request in tha mail recovery application
Wz do not disdosz your indormation to third parties without your consant, except to facilitate the transaction, o act on your bahalf

Privacy Act Statement

or request, or as legally required. This inchudas the following Imited circumstances: to a congressional office on enforcemant
agancy in accondanca with law. (& to the sendsr or address of tha mail-piecs in connection with tha resolution of a daim. { toan
axpart consuitant for the purposs of determining the value of a lost or damaged tem, or to determine otherwize tha validity of the
claim. For mom information regarding our privacy policies visit www.usps comdprivacypalicy

4) Enter the Recipient Details
Within the Enhanced Click-N-Ship® application, you have the capability to either enter the
recipient details manually or select an address from your Address Book.

a) To pre-populate the recipient information from a saved contact in your Address
Book, enter the contact’s name in the Search your Address Book text field and
select the suggested contact.

i. To be redirected to your Address Book, select the Manage Address Book
hyperlink.
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Step 1: Recipient Details

Search your Address Sook Q

Manage Address Book

b) To manually enter the recipient information, enter the details in the required* text

fields.

*Recipient Information

Pleasa provide firet and last name and'or comparny

First Hama M Last Nama
First Mlames [s reguirsd Last rlams (= reguirsd
Cempany

Company ts reguirsd

Recipient Address
Pleaze provide a valid address. Reguined fields are marked with an asterisk (7

“Courtny

Cansds

“oicrass 1 address &

Address 1 15 requirsd

Aodrass 3

“City Pronince: “Postal Coda™

o] | |

)

City = required Postel Code IS reguirad
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c) Reference Number (optional): if you would like to enter a reference number, enter
the number in the Reference Number text field (hote, this reference number will be
printed on the label and has a maximum character limit of 30 characters).

Befarancs Mumber / Mot fthis will print on tha labal)

USPS® Smart Lockers are available in 2olect locations! They lat you ship to paopla
via salf-zaervice pickup at free, secure Smart Lockers in Post Office * Jocations. You
will have the opticn to ship eligible shipments to a USPS Smart Locker at checkout
Lesarn miors.

d) Save to Address Book (optional): if the recipient information that you entered is
new and you would like to save it as a contact in your Address Book, select the Save
to Address Book checkbox.

i. Note, the contact information will only be saved to the Address Book once
the label is either saved to your Label Manager or added to the Label Cart.

e) Confirm Sender and Recipient Details: once the sender and recipient details are
entered and you are ready to proceed to the next section, select Next (Note, you will
not be able to proceed to the next section unless this is selected).

USPS® Smart Lockers are available in solact locations! They lat you ship to pacple
via salf-sarvice pickup at free, sacure Smart Lockers in Post Office * locations. You
will have the aption to ship digible shipments to a USPS Smart Locker at checkout
Learn more.

I [ seve 1o Agdress Boox I

D Hold for Plckup at Post Office™

5) Select Hazardous Material Type
Does this package contain anything potentially hazardous? Examples of mailable
HAZMAT include batteries, perfume, paint, aerosols, and more. There are types of HAZMAT
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that are not mailable. To view a detailed list of HAZMAT examples, select ‘View examples
of mailable and nonmailable hazardous material.

a) If your package DOES NOT contain anything potentially hazardous, select ‘No, | am
not shipping anything potentially hazardous’ and you will be directed to the next
section.

b) If your package DOES contain anything potentially hazardous, select ‘Yes, this
parcel contains potentially hazardous materials (HAZMAT)’.

Step 2: Hazardous Materials

Does this parcel contain anything potentially hazardous?

Examples of mailable HAZMAT include batteries, parfume, paint, asrosols, and mone. Thers
are types of HAZMAT that are nor mailable. View what is mailable and what is nonmailable

ATMAT

Do Not Mail Mercuryl Marcury is a hazardous, silver liquid metal. Mercury is

,ﬂ, inside many older devices like barometers, thermometers, blood pressure cuffs,
themostats, and switches. Learn mone.

Yes, this parcel contalns potsntiaity Mo, | am not shipoing anything potentiaily
hazerdous materal [HAZMAT) nezardowes

(b) (a)

i. Once selected, a HAZMAT modal will be displayed. Read through the list of
Mailable and Nonmailable HAZMAT types, and select | understand to
proceed with selecting a category type.

ii. Ifyou are not shipping a HAZMAT material and would like to go back to the
previous page, select Nevermind, | am not shipping HAZMAT.
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HAZMAT

The following iterns are conzsiderad hazardous materials (HAZMAT) or Dangearous Goods

Here are examples of HAZMAT items which are regulated in the mail:

Mailable HAZMAT Nonmailable HAZMAT (Prohibited)
ABMS SPrays Alr bags

Esttarss non-spllilabis) Ammunitian

Dry o= Bulk shipments of HAZMAT
Flammabile liquids Dymamits

Lightsrs (USPS authaorization requirsd)  Firsworks

Lithium Betteries Gasolins

Matches High Paowered Lithlum BEatterias {l.&., bikas, alactric cars, scootars)
Hell Polish Remover *Mercury

Perfums Purs Acstons

Propens

*Do Not Maill Mercury! Mercury is a hazardous, silver liguid metal. Mercury is inside many older
devices like thermometars, blood pressure cuffs, thermostats, and switches. Learn More

Mote: This i net an al inclusive list of mailable or prohibited items. Please refer to USPS
Publicaticn 52 (Pub 52) for quantity, packaging, and labaling guidance for mailable iems andfor to
ensura your shipment is not prohibitad inthe mail.

Shipping improparly prepared, undaclared or prohibited HAZMAT can result in civil and
criminal penalties under federal law. The following tutorial will halp you kearn how 1o sacuraly
package, label and ship HAZMAT for domestic destinations through USPSE. View tutorial at
whenw usps . com'hazmat

(i) (ii)

m Nevermind, | am not shipping HAZMAT

iii. Selectthe HAZMAT type from one of the options listed in the dropdown.
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“What typs of mailabls HAZMAT are you mailing? (F nat Istad, it may net be mailabls. Leam Moms)

Salact L

Alr Elglble Ethenol (suthorized fregrance and hend ssnitlzsr shipmsnts)

Toy PropslentSatety Fuss

Hazardous katerisls Class 3 - Package (Hand sanftizer, rubbing alcohol, sthenol bass products,
flammsabla llquids stc)

Fagioactlve Matsnais (s.g., SMoks detectors, MINSrais, gun Sights, &tc. - Soeclal rsguinsments
1 Peckaging instructions 74 requiremants)

6) Enter Items Information (required)
a) This Items section is required for packages that require a Customs Form (such as

International or military based addresses). To enter your items information, select
Add Item(s).

Step 3: ltems @

Fequired: At least one item is required for customs prior to selecting service and package type
for this destination.

Mac 30

Description H3 Tariff origin Quantity Weight Value

Mo ltams agded

b) HS Tariff Code: HS code is short for Harmonized Commodity Description and
Coding system. It refers to the single, universal and global classification system for
most traded goods and products. It is used to classify products upon export and to
calculate applicable taxes and duties.

i. ifyoudo not have an HS Tariff Code for the item, select no.
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Add ltem
* indicates requined fiald
Do you have an HS Tariff Code for this item?

HS code iz short for Harmonized Commodity Description and Coding system. It refers to the
single, universal and global classification system for most traded goods and products. It is used to
classify products upon export and to calculate applicable taxes and duties.

D‘l‘brs
0 no

ii. Ifyoudo have an HS Tariff Code for the item, select Yes and enter the code
in the required text field.

Do you have an HS Tariff Code for this item?

HS code iz short for Harmonized Commaodity Description and Coding systam. It refers to the
single, universal and global classification system for most traded goods and products. It is used 1o
classify products upon export and to calculate applicable taxes and duties.

Q =
) Mo

“HE Tariff Coda

c) Item Details: enter the item description, quantity, and weight.

d) Item Value: enter the total item(s) value.

M 20
“Total ltamis) Value
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e) Country of Origin: select the items country of origin.

“Country of Origin

United Siates of Amarica il

United Statss of Amarnica

(O
Afghanistan
Alnania ]
O~
Algerie
Andorrs

f) Category Type: select the items category and subcategory type.

“Exlact a category

Arts & Collsctibles e

“Ealect a sub-categany

Antiqua Hand-Paintsd & Hend-Drewn Art
Antiques Over 100 “ears OId
Archasologlcal, Zoologlcal & Histoncal Collector's Pleces

Art Paint & Brushes

Art Prints

g) Other Optional Information: enter the item UPC Code, Brand, and Product ID if
desired. Once finished, select Add Item to save your information.
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UPC Code ke Srand

Iram Digtai= Product ID

MNote: International weight limits vary. Not all sarvices may be available. Seo weight limits based on
country

7) Select Package Type
a) Ship Date: select the date that you would like the package to ship (you may now
select a date up to 7 days from today).

Step 4: Packaging

“Ship Date [Chooss a date up to 7 days away from today)

11426/2024 i

Hovember 2024 - ,,J_,

Su Mo Tu We Th Fr Sa
] Update from Step 3

with customs Information

shipping (@

b) Package Value (required): manually enter a package value up to and including
$5,000.00 for insurance or select Update from Step 3 to auto populate the package
value that you entered in Step 3: ltems.
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Step 4: Packaging

“Ship Date {Choose a date up to 7 days away from today)

11/26/2024

Bt

Packapa Value foptional) (L)

H 0 |Update from Step 3

Entar a valus up ta and including $5,000.00 for insurance

c) Package Type: select a USPS package type from the two options available (Flat
Rate Packaging or Choose Your Own Packaging).
i. USPS® Flat Rate Packaging: If | am shipping with USPS® Flat Rate
Packaging is selected, you will be directed to the next step (Step 4:
Services).

Let us know what you're shipping @

| am shipping with USPS® Flat Rate
Packaging

| have nmy own package or envelope

d) Choose Your Own Packaging: If | have my own packaging or envelope is
selected, you will be required to enter the following Package Details:

Let us know what you're shipping @

| am shipping with LISPS® Flat Rate
Packaging

| have mmy own package or anvelope

i Package Weight: manually enter the package weight or select Update from
Step 3 to auto populate the package weight that you entered in Step 3: Items (if
applicable).
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Packaging Details
“Packaga Waight [ncludes packaging]

o @ | bs

o (@ | o= Igpdate from Step 3 I

Plegss entar pacxags walght. At leest one fleld must be grester then 0.

ii. Package Dimensions: manually enter the package dimensions. Note, if
HAZMAT was selected, only Choose your Packaging will be available.

“Fackapga Dimensions KD
Length ‘Wit Haight

0 O|nm X 0 @ mn X 0 ®|nm
PlaEss entar package dimensions. At 18est two dimensions must ba gregter than 0.

Girth: If your package isn’t a standard rectangular box or envelope, select The
packaging is not a standard rectangular box or envelope checkbox and enter

the Girth.

il Ths pEC Ing |5 mot & stendard ular box of snvelopDs
B g P

Ginh (1)
o D m

PleEss antar girth. Girth must ba greater than 0.

Non-Machinable Items: If your package is a nonmachinable item (an item that
is lumpy, rigid, or square/oddly shaped that can't go through automated sorting
machines and need special handling), select the Characterstic that best
describes your package from the dropdown.
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“Dia any of the below charactenstics apply 1o your packaging? m
If muitiple apply, pleasse sclact one. Otherwise, choosa 'MNone

Hone -

Mone

Glgss contalinsr with mors than 240z of Bquid

Metal or plastic contelnsr with mora then 1 gallon of liqusd

V. Select Save & Get Rates to proceed to the next step.

“Do any of the below characteristics apply 1o your packaging? {I}

If multiple apply, pleass sslact one. Otherwizz, choosa 'MNone

Gless container with morns than 240z of iguid -

8) Select Service Type

a) Services: based off the Package Type that was previously selected, a specific list of

available Service Types will be listed in this section. Please note that the Shape,
weight, and size affects the price for large packages - to learn more about this

select the Learn More hyperlink.
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Step 5: Services

Shape, weight, and size affect the price for large packages. Learn Mare

“Salact your USPS Flat Rate Packaging () Filter by | an

Priority Mail Express
International® Flat Rate
Envelope

12-1/2" x 912"

Il

Priority Mail Express
International® Legal Flat Rate
Envelope

15" x 9-1/2"

Priority Mail Express
oz International® Padded Flat
| = Rate Envelope
12-1/2" x 9-1/2"

b) Filter By: to more easily view all of the available Service types, you can Filter by
Type by selecting a filter from the dropdown.

Step 5: Services

Shape, weight, and size affect the price for large packages. Learn Maors

“Salect your USPS Flat Rate Packaging () Filtar by | An

Priority Mail Express

N Envaiops
=" International® Flat Rate
2 .  Envelope B
12-14/2" B2
Poily BEg
Priority Mail Express Priority kil
- International® Legal Flat Rate
= Envelope Prigeity BAall EXprass
=
15" x 8-1/2" USPS Connect
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9) Select Extra Service(s)

a) Ifyou are interested in adding an extra service to your packages(s), select the
checkbox of the interested extra service (note, the extra services listed will vary
depending on the international service and package type that was selected).

b) If no extra services are available, you will see a blue message bar letting you know
to proceed to step 5.

Step 5: Services

Shape, weaight, and size affoct the price for large packages. Learn Mors

Priority Mail Express
— International® Legal Flat Rate
L Enwvelope
15" x 9-1/2°

Change Service Type

I '@ More information is required for this label. Please scroll and proceed to Step 8.

10) Enter International & Customs Information
a) Non-Delivery Handling: select how the package should be handled in the event that it
cannot be delivered (Return to Sender or Abandon).

Step 6: International & Customs Information

“Mon-gelvery Handling
Specity how the peckegs should oe nandisd in the event thet It cannot bs dellversd

Return to Sender Abandon
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b) Contents Description: international packages require you to select a Content Type.
Select the Select a Content Type drop down and select the content type that best
describes your package.

Contents Description

“Contert Type

Marchandiss ks

Documsnts
Gifts
Fetumed Goods

Commerclal Sampla

Humenitarian Donatlon Postal Sarvice or any

JFormation at the US Census
Dengerous Goods (Ssiect this option If you ans shipping Ithium Datterias)

Otner

c) US Census Bureau and Customs Information: if your shipment requires an export
license, select the Shipment requires an Export License checkbox and enter the AES
Downtown Citation from the U.S or International Transaction Number (ITN).

i. Note, you are able to enter up to 14 alphanumerical values in this field.

US Census Bureau and Customs Information

International packages within cerain categories accepted by the Postal Service or any
delivery company must display an AES Exemption. View more information at the US Census
Bureau.

I This shipment requires an sxport llcenss Rdost U5, commerciel sxports do not require a llicensa)

Genarate an Internal Transaction Mumber (ITM) or AES Downtown Citation from the LS.
Can=zus Bureau or call 1-800-549-0595

Generate AES/ITN »

aEsTH ()

AEETH miust ba 14 digits

d) Enter a Sender’s Customer Reference Number (optional).
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e)

Sender's Custom Fafersnce Mumbsar

| I

If you are a Commercial Sender, select the checkbox and enter the License Number,

Certificate Number, and Invoice Number (optional).

I | Bm & commencial sendsr {| have Ucenss, Certiflcats, and/or Imvolce Humbar) I

Commercial Senders Only
Ligansa Mumnber {D

Cestificata Mumber (1)

kwoics Numbar ()

11) Review Calculated Landed Cost Estimate
The Calculated Landed Cost Estimate is a brief summary located under the Label
Summary that shows your estimated landed cost for the international label (includes the
sum of the calculation of duties, taxes, and other import fees).

a)

To view a detailed breakdown of the duties, fees, and taxes, select View Breakdown.
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Duties, Fees & Taxes Paid by Recipient (T)
Total Landed Cost Estimate (Duties, Fees & Taxes): $13.00

*These fees are not due now. This is total fees paid by the
recipiant upon amival based on 1 item with a package value of
$100.00 USD.

View Breakdown

Email Total Landsd Cost Breakdown

ii. Review the Detailed Breakdown Summary of the duties, fees, and
taxes.

Item Breakdown of Total Landed Cost Estimate

The Landed Cost Estimate iz an estimate of the taxes, duties, import faeg and other feas that will
be impozad on your package and its conmtants as it is shipped to its delivery destination. The
amount is not exact, but an estimate of what the recipient should pay upon dealiveny.

Description H3I Tariff origin aTY Weight Value Duties & Taxes
Dutiss: $0.00
Motsbook Hons us 1 1 $100.00 Taxes: 513.00

Estimated Fees Fee: 30.00
Estimated Duties & Taxes: 513.00

Estimated Total: $13.00

b) Toreceive a copy of your Total Landed Cost via email, enter your email and click Send.
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Duties, Fees & Taxes Paid by Recipient (T)
Total Landed Cost Estimate (Duties, Fees & Taxes): $13.00

*These fees are not due now. This is total fees paid by the
recipiant upon amival based on 1 item with a package value of

$100.00 USD.

View Breakdown

Email Total Landad Cost Breakdown

12) Review Label Summary
a) Referto the Label Summary to get a brief summary of your label order. The Label
Summary will be a grey box located at the top right of the page.
i. Note, you will be able to see the shippers account information.

Label Summary

Shipping with Account: 94883629
‘Pricas detanminad on Daymant
Priority Mail Express International® Legal
Flat Rate Envelope

Total Unavailable

Prices dafermnined an Daymaesd

13) Add Label to Cart or Save Label to Label Manager
a) If allthe required information is correct and you would like to add the label(s) to the
Label Cart and proceed to payment, select Add to Cart.
b) If all the required information is correct and you would like to save your label to your
Label Manager, select Save.

Sm h

(a) (b)
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Create a Batch
Organize your labels into a batch and utilize our streamlined multi-label creation process.

1) Begin Multi-Label Batch Process
a) Option 1: Select Create a Batch located on the landing page.

Let's get started! How would you like to create your labels?

V'

. Create a Batch
Create a Single Label Import Labels Start From Address Book
;
Crezate individual lsbels manually Organize your la.l.}EB inio & Import multiple labels via a File Start multiple labels in Label
T i X batch and utilize cur K T T
within our improved crestion ) ) ) Upload and continue editing in Manager by bringing in addresses
streamlined multi-label creation
procesa. Label Manager. from your Address Book.

process.

b) Option 2: Click New Batch from the Label Manager Page.

Label Manager |/ Shipping History [/ AddressBook [/ USP3 Connect® | DirectConnect [ Preferences
Al Labels {2) Batchas (1)

New Label Use Address Book  Refresh Add All Complete to Cart >

& new Lapel

by gate and fime crastad. Each new [@bsl wil ppsar a1 ie fop of the tabie.
£  HewBatoh Service and Package Package Details ~ Exira Services Total Price All Labels -
[} File Upload

otten USPS Ground Advantsge™ Cubic Chooss Your Own 18 0f Insurancs $6.97

Box VeI $5 =
RIMAN 5T USPS Tracking
Marketplace Import i i i Sender emall is i
E' P P | IL, B0€03- Edit Service And Package Edit I:-‘EGKEQE + Add Extra o ; Edit i
EETD Detsils Services

2) Enter Batch Details
a) Enter a Batch Name. If no name is entered, it will autogenerate a batch name.
b) Enter Batch Notes (Optional)
c) Select Create Batch to be directed to the Batch Summary page and to start adding
recipients.
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(a)

Create your Batch

Fill out the infarmation about the batch you would like to creats.
Onee you fill out this information, you will be brought to the
'Batch View" where you can easily creste and edit multiple
labels at once.

Batch Details

Satch Heme [optionsl)
You can nams your Batch hers. If you don't name It, 8 name will be 35'?‘390 bassd
o the date and tims of crestion (5.g. Betch 2024-01-30, 18:00)

Eatch Notes (optional)

(c)

Create Batch

3) Add Recipients to Batch (Two Options)

a) Option 1: Add Recipients to the newly created batch via File Upload by selecting Add
from File Upload.

¢ _Back to Batches

Batch: John Doe (0 Labels) C Refrosh

Batch Summary Sander Information Batch Notes
Select Services to see pricing Q) Clark Kent 1233

300 SUPERMAN ST
Total $0.00 CHARLOTTE, NC 33333

Add Recipient Add From File Upload Add All Gomplete to Cart »

Thiz Labal Manager table is sorted by date and time created. Each new iabel will appear at the top of the table.

[1  ShipDate Recipi Service and Mallpi Mailpiece Details Extra Services Total Price All Labels -

i. Once Add from File Upload is selected, you will be redirected to the Import a
List of Labels page (click here for detailed instructions).
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Uplsad Filke Assign 1= a Bawh

Import a List of Labels

It’s easy to import labels, up to 1000 at & time. Start by selecting a C3V file to upload.
‘What file would you like to upload?

© | have my own fila to upload (This includes the downloadable template provided)

(O I am uploading a file exportad from an online markatplace

W recommend using a Click-MN-Ship template to ensure fiekd mapping accuracy.
Howaver, you may uplead your own version and manually map the fields that do not
automatically map.

Select CSV File to Upload

Map Calurn Headers Impart Labals

Download a Template and Instructions

Atemplate CSV file is available

Download C5V
L |

Template

Wi have provided instructions to understand the requined
and necassary inputs for successfully uploading labeals.

oo |

1
l = Instructions

Fead our FAQs for morne information.

b) Option 2: Add recipients to the newly created batch via Label Manager by selecting

the Label Manager section at the top of the page.

Click-N-Ship®

I (D Hide Postage on Label - Choose if you want the postage price to appear on your printed domestic labels. Visit the Preferences tab to learm more.

¢ Back to Batches

Batch: John Doe (1 Label)

Batch Summary

Total $14.75

Add Recipient

Add From File Upload

Sender Information
Clark Kent

300 SUPERMAN ST
CHARLOTTE, NC 33333

o
Label Manager Shipping History / Address Book / USPSConnect [  Preferences \FJ-CEIT

Edit l l C Refresh

Batch Notes

Add All Complete to Cart >

i. Once you’re redirected to your Label Manager, select the checkbox of a label(s)
that you would like to add to your newly created Batch.
ii. Once the label(s) is selected, select the Actions dropdown and select Add to

Batch.
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All Labels (1809 Eatches (B3}

Use Address Book * Refresh Actions Add All Complete to Cart >

This Labsi Manager tabis |5 sorted by dafe and tims cragted. Each new iabsl wil Sppsar af the top of the table. ( I )
Add to Batch
|:| Ship Date Recipient Sarvice and Package Package Details Price All Labels -
# Edit # Edit # Edit # Edit Y Duplicste
1 11/26/2024  Johnny Parker Bricrity MaK® Small Fist Rets Envelops + Add Package Detgils In{ | o0 S PRy g
. Pick up at: Edit Service And Package u Detate
( | ) § 500 SUPERMAN ST Hi
CHARLOTTE. NC 28262-0191 +{ Delate AN Labels (S Adosd to cart
Edit Lahal
Ship to:

USPS5 SMART LOCKER
CHARLOTTE, MNC 28282-0800

iii.  An Add to Batch popup modal will be displayed where you will be prompted to
select the specific batch that you want to add the label(s) to. Select Existing
Batch

Add to Batch (1 Label)

Would you like to add these labels to an existing batch or a new batch?

(O Existing Batch

O New Batch

Mame this Batch

Batch Mems {opticnal)

Batch Mame

Batch Motes {optional

Batch Motes ‘
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iv. Search up the name of your newly created batch and select the batch from the
list of batches displayed.

Add to Batch (1 Label)
Would you like to add these labels to an existing batch or a new batch?

@) Existing Batch
(O) Mew Batch

Choose Existing Batch

john doe Q

V. Once the batch is selected, select Add to Batch.

(234°Hext}

Emtch Notas [optionsl)

Batch Motes ‘

Add to Batch

vi. Once Add to Batch is selected, will be redirected back to your recently created
Batch where the newly added label(s) will be displayed.
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«_Back to Batches

Batch: John Doe TEST 1 (1 Label) Edit l l C Refresh
Batch Summary Sender Information Batch Motes

Clark Kent Mone
jiotal $6.68 300 SUPERMAN ST

SAN ANTONIO, TX, 73255

Add From File Upload Add All Complete to Cart >

This Labed Manager fabia /s sorted by dafs and time croagtad. Eactt new abal wil appear &t the top of the tabis.

O Ship Date  Recipient Service and Package Package Details [Extra Services Total Price ANl Labels -
1 O 11/26/2024 Johnny Parker Priority Melk® Small Flat Rate Envalops  + Add Packsge Deteils  Insurancs $5.88
Pick up at: Edit Service And Package usas ‘I1’s|::kng3
. 300 SPIDERMAN 5T Hiddan Postags
CHARLOTTE, NC 28262-8191 + Add Extra Services
Add to Cart w

Ship to:

USPS SMART LOCKER

CHARLOTTE, HC 2B282-0800

4) Select Service and Package Details
There are multiple ways to select your Service and Package Types. Steps (a)-(c) each
outline a different method to select service and package details for the recipients.

a) Individual Recipient Method: If you would like service and details specific to each
recipient you may click on the “Edit Service and package” button in the recipient’s
label row. A pop-up will appear where you can select the Service and package type
for a single recipient.

This Labsi Manager tabis Is sorted by dats and Himes cregted. Eact new iabe! will appsar af the top of the tatie.

H Ship Date  Recipient Service and Package Package Details Extra Services Total Price All Labels -
#Edit  # Eqit # Edit # Edit
1 B 11/26/2024 John Doe ES Coonect® Lgcal Small Fiat Rats Bag  fams 1 USPS Tracking® £7.30
300 SUPERMAN ST 4PT 201 | EOi Service And Package :’;e; S'ED orape | TETENCS Inviid reciptent addrsss. Edit -
CHICAGO, IL, B0803-6810 sekege DRSS priority Mai® Return

Edit Extra Sarvices

2 B 112682024 Johnny Parker Priorty Mall® Small Fiat Rats Enveiops + Add Package Deteils Insurance $8.68
300 SPIDERMAN 5T Edit Sarvice And Package USPS Tracking®

mvalg raciplent aoidress. Edit -
CHARLOTTE, MC, 28282 Hiddsn Postage

+ Add Exira 3ervices

¥oeqpasy

b) Bulk Action Method: If all recipients have the same Service and package details,
select the checkbox on the top left corner and then select the “Edit” button located
beneath the “Service and package” title. A pop-up will appear where you can select
the Service and package type for all recipients.
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This Lebel \Manager tabie /s soned by O0&le and fime craglad. Each new @be! will appear ar he fop of the tabie.

Ship Date  Recipient Bervice and Package Package Details Exira Sarvices Total Price All Labels -
# Edit # Edit # Edit # Edit
1 H 11/28:2024 John Doe USPS Connect® Local Small Fiat Rate Bag  Items 1 USRS TI'EE:I(IHQE $7.30
Edit Service And Package Valus: $100
300 SUPERMAN ST APT 204 o it pockage Detaile 108 Invaild reciplent sddress. Edit -
CHICAGD, IL, 0503-6810 & Priority Mali® Returm

Edit Extra Services

z @& 11/28/2024 Johnny Parker Friority Meli® Small Fiat Rats Ervelops + Add Packsge Detgils Insurance $6.65
Edit Sarvice And Package
300 SPIDERMAN ST o USRS Trecking® InVaid raciplent aodress. Edit -
CHARLOTTE, MC, 28262 Higden Postegs

+ Add Exira Services

5) Edit Package Details
There are multiple ways to enter Package details for your labels. Steps (a)-(c) each outline a
different methods to select enter Package details for the recipients.

a) Individual Recipient Method: If you would like to input Package details specific to
each recipient you may click on the “Add package Details” button in the recipient’s
label row. A pop-up will appear where you can enter the package details for a single
recipient.

This Labei Manager tabie Is sorted by dale and time creatad. Each new (abe! will appear af the top of the tatie.

[ #] Ship Date  Recipient Service and Package Package Datails Exira Sarvices Total Price All Labels -
# Edit # Edit # Edit # Edit
1 H 11/28:2024 John Doe USPS Connect® Local Small Fiat Rate Bag  Items 1 USPS TI'EGKIHQE .30
500 SUPERMAN ST APT 2g¢  E0I Sarvice And Package :Iia; $l:D ey Insimanco P Eat -
CHICAGO, IL, B0803-8810 Priority Mali® Return

Edit Extra Services

- | 11/28/2024 Johnny Parker Priority Mell® Small Fiat Rate Enveiops + Add Package Detgils Insurance $6.65
Edit Service And Package
300 SPIDERMAN 5T o USPS Trecking® IV reciplent gdrsss. Edit -
CHARLOTTE, NC, 28262 Higden Postegs

+ Add Extra Services

b) Bulk Action: If all recipients have the same package details, you may select the
“Edit” button located beneath the “Package Details” title. A pop-up will appear
where you can enter the package details for all recipients.

158



This Lsbel \Manager tabie /s sorted by 0&fe and time creatad. Each new (abe! will appear ar the top of the tatie.
Ship Date  Recipient Service and Package Package Details Exira Services Total Price All Labels =
# Edit  # Edgit # Edit # Eqit
1 B 11262024 John Doe USRS Connect® Local Small Fiat Rats Beg  fems 1 USRS Trecking™ 730
j : e 210 "
300 SUBERAMAN ST APT 201 EOit Service And Package \.glye. SIL_D ) Insurance Invalla raciplent sddress. Edit -
CHICAGO, IL, 0503-5810 Edit Package Delsils  proemy pagi® Return

Edit Extra Services

yoeqpaa4

2 B 117262024 Johnny Parker Priority Mallk® Small Fiat Rsts ENVeiops + Add Packsge Detsils Insursnce $6.65
+ S =
300 SPIDERMAM 5T Eait Sarvice And Package USRS Tracking™ VST reciplent AgdreSs. Edit -
CHARLOTTE, HC, 28282 Hioden Pastege

+ Add Exira Services

6) Select Extra Services
If you are interested in adding extra services to your package (s), please select one of the
available Insurance options and Signature Services options.

There are multiple ways to select your Extra Services for your package. Steps (a)-(c) each
outline a different method to select Extra Services for the recipients.

a) Individual Recipient Method: If you would like to select Extra Services specific to
each recipient you may click the “Edit Extra Services” button in the recipient’s label
row. A pop-up will appear where you can select the desired Extra Services fora
single recipient.

This Labef Manager fabie Is sorted by dale and Hime crogted. Eact new aba! will appear ar the top of the tabe.

B ShipDate Recipient Service and Package Package Details Exira Services Total Price All Labets =
FEdit  # Edit # Edit # Eqit
1+ B 11262024 John Doe USPS Connact® Local Small Fiat Rats Bag  Mems 1 USRS Tracking® 5730
300 SURERMAN ST APT 201 SOt Service And Package i . Insurance Invailg raciplent addrsss. Edit v 7
CHICAGO, IL, 80803-5810 Edit Package De&ils prorp, piai® Return E,
Edit Extra Services E
z @ 11287024 Johnny Parker Priofity MEI® Small Fist Rsts Enveiops + Add Package Detsils Inswance

$68.65
: : =
300 SPIDERMAN ST Edit Service And Package USRS Tracking™ Invslic reciplent addrsss. Edit -
CHARLOTTE, NC, 28262 Hiddan Postsgs

+ Add Exira 3ervices

b) Bulk Action Method: If your batch of labels all have the same Service and Package
type and all recipients require the same Extra Services, you may select the “Edit”
button located beneath the “Extra Services” title. A pop-up will appear where you
can select the desired Extra Services for all recipients.
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This LeDel \Manager tabie /s soned by O0&le and Hime cragrad. Each new @be! will appear & he fop of the tabie.

Ship Date  Recipient Bervice and Package Package Details Exira Sarvices Total Price All Labels -
# Edit # Edit # Edit # Edit
1 n 11/28:2024 John Doe USPS Connect® Local Small Fiat Rate Bag  Items 1 USRS TI'EE:I(II'IQE 57

30

Edit Service And Package Vilue: $100
300 SURERMAN ST 4PT 201 e Edit Package Detsits Insurance Invsiid reciplent address. Edit v
CHICAGO, IL, B0503-6810 Priarity Mali® Return

Edit Extra Services

2 H 11/26/2024 Johnny Parker Priority Malk® Small Fiat Rate Enveiops + Add Package Details | Insurance $6.65

Edit Sarvice And Package
300 SPIDERMAN ST a uses Tracking® Invalld reciplent address. Edit -
CHARLOTTE, HC, 28282 Hioden Postegs

+ Add Exira Services

7) Add Labels to Cart
Review all the recipient details, and if everything is correct begin adding labels to your cart
for checkout. There are multiple ways to add labels to the cart. Steps (a)-(b) each outline a
different method to add labels to the cart.

a) Individual Recipient Method: Individually add labels to cart by selecting Add to
Cart in the recipient’s row.
b) “Add All” Method: Add all labels to cart by selecting Add All Complete to Cart.

< _Back 1o Batches

Batch: John Doe TEST 1 (1 Label)

Batch Summary Sender Information Batch MNotes

Clark Kent Mone
300 SUPERMAM ST
SAN ANTONID, TX, 78255

Total $8.68

(b)

Add From File Upload Add All Complete to Cart »

This Labed Manager fabis s sorted by 08fe and time cragied. Each new iabe! will appsar &1 the top of ihe tae.

O Ship Date  Recipient Bervice and Package Package Details Exira Services Total Price  All Labels -
1+ O 11/26/2024 Johnny PErker Pm_:my I.I.EIKD Small Flat Rate D + Add Packape Datgils $5.68
Pick up at: Edit Service And Package UsSPS Tracking® ( a )
§ =00 SPIDERMAN ST Hidgen Postags
CHARLOTTE, HC 28262-8191 + Add Extra Sarvices

‘Ship to:
USRS SMART LOCKER
CHARLOTTE, NC 282&2-0800
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Import Labels

Import multiple labels via the File Upload method and continue editing in Label Manager.

s Please use this guide file and the steps below to understand the
X required fields and necessary inputs for Enhanced Click-N-Ship® file

CNSv2JobAid_Fileupl | UPload.

oad.xlsx
Note, an updated Job Aid is currently under development which will

Download here . . .
be included in this document once completed.

Import Labels Via File Upload
Import multiple labels via our File Upload method by following the steps below.

1) Begin File Upload Process
a) Option 1: Select Import Labels located on the landing page.

Let's get started! How would you like to create your labels?

(e

i--l

Create a Single Label Create a Batch Import Labels Start From Address Book

(Organize your labels into &

Creste individual labels manualyy . Import multiple Isbels via a File Start multiple labelz in Labsl
- ) X batch and utilize our _ . R
within our improved creation ) ) ) Uplead and continue editing in Manager by bringing in addresses
streamlined multi-label creation
Drocess. Labe! Manager. from your Address Book.

process.

b) Option 2: Select File Upload located on the Label Manager page.

Label Manager |/ Shipping History [/ AddressBook [/ USP3 Connect® | DirectConnect [ Preferences
Al Labels {2) Batchas (1)

New Label Use Address Book  Refresh Add All Complete to Cart >

& new Lapel

by date and time created. Each new label wil Sppsar at the top of the tabie.

$ Hew Batch Service and Package Package Details Extra Services Total Price All Labels -

[} File Upload
otten USPS Ground Advantege™ Cubic Choosa Your Own 18 oz Insurancs H6.97

Box walus: $5 =
RMAM ST USRS Tracking
Marketplace Import i i i Senger emal is "
E' Pl P | IL, B0€03- Edit Service And Package Edit I:-‘EGKEQE + Add Extra o ; Edit w
EETD Detsils Services
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https://www.usps.com/c360/images/sending_mail/enhanced_cns/CNSv2JobAid_FileUpload.xlsx

2) Select File Type and Upload CSV File
a) To uploadyour own personalfile, select | have my own file to upload.
b) To select afile, click on Select CSV File to Upload.

i. Itisrecommended to utilize the CSV template that is provided within this
section. To download a copy of the CSV template, refer to the instructional
column on the right hand side and select Download CSV Template.

ii. Todownload step by step instructions on how to fill out the template, select

Download Instructions.

Import a List of Labels

It's easy to import labels, up to 1000 at & time. Start by selecting & TSV file to upload. Download a Template and Instructions

‘What file would you like to upload? Atemplate CSV file is available

I Download GSv ( i )
Template

( a ) I © | have my own file to upload (This includes the downloadable template provided)

(O 1am uploading a file exported from an online marketplace

'We have provided instructions to understand the required
and necessary inputs for successfully uploading labels.

We recommend using a Click-N-Ship template to ensure fizld mapping accuracy. Download
However, you may upload your own version and manually map the fizlds that do not L) " X ( i )
autematically map. nstructions

Select CSV File to Upload (b)

Read our FAQs for more information.

c) Ifyour personalfile uploads successfully, you will see a green Upload Successful
message box confirming that the upload was successful.
d) Select Nextto proceed to the next steps.

File Selected: Jchnny File Upload.cav

(& Upload Successful
(c) The file did upload successfully, Next, map the fislds.
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3) Assignto Batch
a) To add the labels to an existing batch, select Add to an Existing Batch.
i.  Search for an existing batch by name by entering it in the Search for an Existing
Batch search box.

Assign to a Batch

Would you like to add these labels to an existing batch or a new batch?

(a) | © Acdtoan Bxisting Batn |

(O Create & New Batch

Add Labels to an Existing Batch

( i ) Search for an Existing Batch Q
1706555347 - l
- Back
1706644542

1707772780

Batch 2024-04-01 16:23

Batch 2024-04-01 16:26

Batch 2024-04-01 16:32

Batch 2024-04-01 16:38

ii. Once the existing batch is selected, select Next: Import Labels.

Assign to a Batch

Would you like to add these labels to an existing batch or a new batch?

© Add to an Existing Batch
() Create a New Batch

Add Labels to an Existing Batch

| Clark Kani

Next: Import Labels
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b) To add the labels to a new batch, select Create a New Batch
i If you want to name your new batch of labels, enter it in the Batch Name (optional)
text field.
ii. IF you want to add notes to your new batch, enter those in the Add Note for
yourself (optional) text field.
iii. Once ready, select Next: Import Labels to proceed to the next section.

Assign to a Batch

Would you like to add these labels to an existing batch or a new batch?

() Add to an Existing Batch

(b) I © Creste a New Batch I

Add Labels to an New Batch

Mame this Batch of Labsis In Clicx-k-Ship

(i) Batch Mame {optional)
Batch Maotes
(ii) Add note for yourself joptional)

Next: Import Labels

(i)
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(a)

4) Map Column Headers
a) To apply a saved mapping to the current one, select one from the Apply a Saved
Mapping dropdown section.
b) To clearthe current mapping headers, select Clear Mapping.

Uplzad Fik Assign to @ Batzh Mag Calema Ysaders Imzart Labals

Tell us about your columns

Mowr it's time to tell us about your columns. We csll this process “Field Mapping”. Map the column
headers is how you tell Click-N-Ship where your CSV information should appear.

Instructiona: For each dropdown in column two, select the closeat match to name in column one. %

Some rows are required and are marked with an asterisk and highlighted with a light blue marker. Assign
your column headers to the corresponding column headers Click-N-Shipfislds on the left. Your file may
not have the same number of fields, and you only need to map the info you want to import. You can edit
the mappings if needed. Unmapped ficlds will not be imported. Mot all fields are required.

Apply 8 Saved Mapping

Salect w~ Clear Mapping ( b )

c) Verify that your file’s column headers have been mapped to the Enhanced Click-N-
Ship® Label Manager fields.

d) If afieldis not correctly mapped, you may select another field from the Mapping
Recommended dropdown.

* Required
Click-N-Ship Flalds Your File's Column Headers Status
Recipient Information Mapping Recommended 15 of 15 Mapped Fields
* Recipient 2P Code
P Recipient ZIP Code ~ (c)
Reacipient Phone o
Fecdpient Phone ~ | Mapped

(d)
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e) To save the current filed mappings as a template for future CSV uploads, enter the Field
Mapping Name and select Save as New Mapping to save the template (optional).
I. Note, unmapped fields will not be imported.
f) Otherwise, if allinformation is correct and you would like to proceed with importing
your labels, select Confirm Mapping & Import Labels.

Make subsequent uploads a streamlined process. (Optional)

You have the option of saving the field mappings as a template for future CSV uploads. If vou plan to import this S5V
template regularly, type in & name, we will save it for future use. (Leave blank if yvou don’t want to save it.)

Flaid kaoping Hams

(e)

Enter Mamea for thiz Fiald Mapping ‘ ‘ Save As New Mapping ‘

(f) ‘ Confirm Mapping & Import Labels
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5) Review Import Label Results

a) Ifthe label import was successful, you will see a green success message with the total
number of labels imported successfully.
b) If you do not have any other files to upload, select View in Label Manager to view the
imported labels in the newly created batch.

c) Ifyou have another file to upload, select Upload a New File and repeat steps 1-5.

Import Label Results

Total Labels Created

(a) 20f2

View Label Information in Click-N-
Ship®

3o to Click-M-Ship Labeal Manager
to wiew and adit the labsal
informaticn.

(b) View In Label Manager

Import Another File

Hawe ancther fila? Return 1o the baginning
of the process to import another 3V file

Upload a New File

(c)
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d) Ifthe label import was unsuccessful, you will see a yellow box with a total number of
labels that were not imported successfully.

i. In this case, refer to the Label Row and Reasons record failed to import section to
review the items that need to be updated within the file in order to meet the upload
requirements.

e) Once the updates have been made to the file, select Upload A File to reupload the file
until the labels are imported successfully.

Labels that did not import (47)

Labels that had errors and didn't
import

(d)
47 of 47
Instructions: Ve strongly recommend re-uploading a S5V with only these labals.
(e) Upload A File

Label Row Reasons record failed to Import
10 Unable 1o find rata
(i) _

42 Unable to find rate

3 You have entered a non-deliverable Delivery Address. Please
verify addraszs, including apartment, suite, etc. Additional
assistance is available at Find Zip Codes.
Unable to find rata
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6) View Uploaded Labels in Label Manager
a) Once View in Label Manager is selected from the Import Labels results page, you will
be redirected back to your Label Manager where your newly added label(s) will be

displayed within a Batch.

€ _Back to Batches
Batch: John Doe TEST 1 (1 Label)

Batch Summary

Total $8.68

Add From File Upload

Sender Information

Clark Kent
300 SUPERMAM 5T

Edit l l C' Refresh

Batch Motes

Mone

SAN ANTONIO, TX, 78255

This Label Manager fabis Is sorted by dafe and time created. Each new labs! will appear af the top of the table.

| Ship Date  Recipient Service and Package

Package Details [Extra Services Total Price  All Labels v

Add All Complete to Cart >

Pick up at: Edit Service And Package
' 200 SPIDERMAN 5T
CHARLOTTE, MC 28282-B191

Ship to:
USPS SMART LOCKER
CHARLOTTE, NC 26262-0800

1 D 11/26/2024 Johnny PErKEr Prionty Kel® Small Flat Rate Envelope

+ Add Peckage Detgils  Insurancs $5.65

USP5 Tracking®
Hidden Postags

+ Add Extra Services
Add to Cart A4

7) Select Service and Package Types

There are multiple ways to select your Service and Package Types for labels within your

batch.

a) Individual Recipient Method: If you would like to add a Service and Package type
specific to each recipient, select Edit Service and Package located in the
recipient’s label row. A pop-up will appear where you can select the Service and
Package type for a single recipient.

This Labei Manager tabie Is sorted by dale and time creatad. Each new (abe! will appear af the top of the tatie.

] Ship Date  Recipient Service and Package Package Datails Exira Services Total Price All Labels -
# Edit # Edit # Edit # Edit
i~ | 11/28/2024 John Doe SPS Copnect® Local Small Fiat Rats Bag  ttems 1 USPS Tracking™ $7.30
200 SUPERMAN ST APT 201 |ECiT Service And Peckage value: §100 |nsurance

CHICAGD, IL, 8M803-E810

2 @ 11/28/2024 Johnny Parker Priorty Malk® Small Fiat Rats Enveiops
200 SPIDERMAN ST Edit Service And Package

CHARLOTTE, NG, 26282

Edit Packege Datails

+ Add Package Details

Ivalg reciplent Boidress. i W
Priogity hMali® Return P Edit

Edit Extra Sarvices

Insurance $6.65

USRS Tracking™ Invald racipient aodress. Edit w
Hiddan Postege

+ Add Extra Services

yoeqpasy

b) Bulk Action Method: If all recipients have the same Service and Package details,
select the checkbox on the top left corner and then select Edit located beneath the
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Service and Package section. A pop-up will appear where you can select the
Service and Package type for all recipients.

This LaDsl Manager fabie Is sorted by d&le and Hime created. Eactt new [abe! will appear af the top of the tatie.

Ship Date  Recipient Bervice and Package Package Details Extra Sarvices Total Price All Labels -
# Edit # Edit # Edit # Edit
1 n 11/28:,2024 John Doe USPS Connect® Local Small Fiat Rate Bag  ftems 1 USPS TI'EGI(II'IQE 37

30
300 SURERMAN ST ART 201 SOt Service And Package Ve 3100  Insurancs Invalla reciplent address. Edit -
CHICAGO, IL, B0503-5810 Edit Package DEtails  pyorn, pg)® Return

Edit Extra Services

2 = 11/26/2024 Johnny Parker Priority Malk® Small Fiat Rate Enveiops + Add Package Detgils Insurance

$8.65
o "
300 SPIDERMAN 5T Edit Service And Package USRS Tracking™ VST raciplent AQarSSs. Edit -
CHARLOTTE, NC, 28282 Hiddsn Postsgs

+ Add Exira Services

yoeqpaay

8) Edit Package Details
There are multiple ways to add Package details for labels within your batch.

a) Individual Recipient Method: If you would like to add Package details specific to
each recipient, select Add Package Details located in the recipient’s label row. A
pop-up will appear where you can enter the Package details for a single recipient.

This LaDsl Manager fabie Is sorted by d&le and Hime created. Eactt new abe! will appear af the top of the tatie.

B ShipDate Recipient Bervice and Package Package Details Extra Sarvices Total Price All Labels -
# Edit # Edit # Edit # Edit
1 n 11/28:,2024 John Doe USPS Connect® Local Small Fiat Rate Bag  ftems 1 USPS TI'EGI(II'IQE 37

30
300 SURERMAN ST ART 201 SOt Service And Package Insurance Invalld raciplent agdrsss. Edit -
CHICAGO, IL, B0503-5810 Edit Package DEtails | prigrity paali® Seturn

Edit Extra Services

2 = 11/26/2024 Johnny Parker Priority Malk® Small Fiat Rate Enveiops + Add Package Detgils Insurance

$8.65
5 ; :
300 SPIDERMAN 5T Edit Service And Package USPS Tracking® [r—— Edit N
CHARLOTTE, MC, 28282 Higdan Postags

+ Add Exira Services

yoeqpaay

b) Bulk Action: If all recipients have the same Package details, select the checkbox on

the top left corner and then select Edit located beneath the Package Details
section. A pop-up will appear where you can enter the Package details for all
recipients.
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This LeDel \Manager tabie /s soned by O0&le and Hime cregrad. Each new @be! will appear ar the fop of the tabve.
Ship Date  Recipient Bervice and Package Package Details Exira Sarvices Total Price All Labels -
# Edit # Edit # Edit # Edit

1 n 11/28:2024 John Doe USPS Connect® Local Small Fiat Rate Bag  Items 1 USRS TI'EE:I(II'IQE 37

Vilue: $100

300 SUPERMAN ST APT 201 it Service And Package - )
Edit Peckege Detsils

CHICAGD, IL, 80503-6810

2 H 11/26/2024 Johnny Parker Priority Malk® Small Fiat Rate Enveiops + Add Package Details
00 SPIDERMAN 5T Edit Sarvice And Package

CHARLOTTE, NC, 28282

9) Select Extra Services

30
Insurance
tvalld reciplent address. i hd
Pricrity Mall® Return

Edit Extra Services

yoeqpaa4

Insurance

$6.65
USPS Trasking® Invallg raciplent address. Edit -
Hiadan Postsge

+ Add Exira Services

There are multiple ways to add Extra Services for labels within your batch.

a) Individual Recipient Method: To add an Extra Service specific to each recipient,
select +Add Extra Services locate in the recipient’s label row. A pop-up will appear
where you can select the desired Extra Services for a single recipient.

This Labe! Managsr tabis 15 sorted by date and fime cregtad. Eact new abe! will appear at the top of the table.

H Ship Date  Recipient Service and Package Package Details Extra Services Total Price All Labels b d
# Edit # Edit # Edit # Edit
1 H 11/28/2024 John Doe USPS Connect® Local Small Flat Rate Bag  Hems 1 USPS Trs::klnga 7

Value: 5100

300 SUPERMAN ST APT 201 Uit Service And Package - )
Edit Packege Datsils

CHICAGO, IL, 80503-6810

2 u 11/28:2024 Johnny Parker Priority Malk® Small Fiat Rate Enveiops + Add Package Details
200 SRIDERMAN 5T Edit Service And Package

CHARLOTTE, MC, 28282

30
Insurance
tvald reciplent acdress. i hd
Priority IMali® Rsturn

Edit Extra Sarvices

¥oeqpasy

Insurance

$E.65
USRS TI'EGKII'IQE Mvalld reciplent address. Edit w
Higden Postege

+ Add Exira 3ervices

b) Bulk Action Method: If your batch of labels all have the same Service and Package
type and all recipients require the same Extra Services, select the checkbox on the
top left corner and then select Edit located beneath the Extra Services section. A
pop-up will appear where you can select the desired Extra Services for all
recipients.
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This Lebel \Manager tabie /s soned by O0&le and Hime cregrad. Eacht new @be! will appear ar the fop of the tabve.

Ship Date  Recipient Bervice and Package Package Details Exira Sarvices Total Price All Labels -
# Edit # Edit # Edit # Edit
1 n 11/28:2024 John Doe USPS Connect® Local Small Fiat Rate Bag  Items 1 USRS TI'EE:I(II'IQE 37

30
Edit Service And Package Vilue: $100

300 SURERMAN ST 4PT 201 e Edit Package Detsits Insurance Invsiid reciplent address. Edit v

CHICAGO, IL, B0503-6810 Priarity Mali® Return

Edit Extra Services

- - | 11/268/2024 Johnny Parker Priority Malk® Small Flat Rate Envelops + Add Package Detgils Insurance

$8.65
Edit Sarvice And Package
300 SPIDERMAN ST o USRS Trecking® InVaid raciplent aodress. Edit -
CHARLOTTE, MC, 28262 Higden Postegs

+ Add Exira Services

10) Add Labels to Cart
Review all the recipient details, and if everything is correct begin adding labels to your cart
for checkout. There are multiple ways to add labels to the cart.

a) Individual Recipient Method: Individually add labels to cart by selecting Add to
Cart located in the recipient’s row.

b) “Add All” Method: Add all labels to cart by select the checkbox on the top left
corner and then selecting Add All Complete to Cart.

< _Back 1o Batches

Batch: John Doe TEST 1 (1 Label)

Batch Summary Sender Information Batch MNotes
Clark Kent Mone

300 SUPERMAM ST

SAN ANTONID, TX, 78255

Total $8.68

(b)

Add From File Upload | Add All Complete to Cart » |

This Labed Manager fabis s sorted by 08fe and time cragied. Each new iabe! will appsar &1 the top of ihe tae.

O Ship Date  Recipient Bervice and Package Package Details Exira Services Total Price  All Labels -
| 11/26/2024 Johnny Parker Priority M4sle Small Fiat Rate D + Agd Package Datgils 3568 ( a )
Pick up at: Edit Service And Package UsSPS Tracking®
§ =00 SPIDERMAN ST Hidgen Postags
CHARLOTTE, HC 28262-8191 + Add Extra Sarvices

‘Ship to:
USRS SMART LOCKER
CHARLOTTE, NC 282&2-0800
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Import Labels from an Online Marketplace

Import order exports from marketplaces such as Etsy, Shopify, BigCommerce, Rithum and directly
upload them to Enhanced Click-N-Ship® to create labels by following the steps below.

1) Begin File Upload Process
a) Option 1: Select Import Labels located on the landing page.

Let's get started! How would you like to create your labels?

(e

i--l

Create a Batch

Create a Single Label Import Labels Start From Address Book
Organize your labels into &
Creste individual labels manualy @ ’ o Import multiple labels via a File Start multiple labels in Labsl
- ) - batch and utilize our - . R
within our improved creation _ ) ) Uplead and continue editing in Manager by bringing in addresses
streamlined multi-label creation
Drocess. Label Manager. from your Address Book.

process.

b) Option 2: Select File Upload located on the Label Manager page.

Lapel Manager / Shipping History / Aodress Book [/ USPS Connect® | DirectConnect [ Preferences
All Labels {2} Eatchas {1}

New Label Use Address Book * Refresh Add All Complete to Gart >

& new Label
by date and Hme created. Each new iabsl witl appear at ihe top of the table.

2=+  New Gatoh Service and Package Package Details Extra Services Total Price All Labels A
T File Uploaa

otten USPS Ground Advantege™ Cubic Choosa Your Own 18 0z Insurancs 5697

Bax Value: $5 &
RIMAN ST USPS Trecking
Marketplace Import i i i Sander amall is i
E' P! P! . IL, B0€03- Edit Service And PACckage Edit I.?ackage + Add Extra s y Edit w
B5T0 Details Sarvices
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2) Select File Type and Upload CSV File
a) To upload afile from an Online Marketplace, select | am uploading a file exported
from an Online Marketplace.
b) Click onthe Select a Marketplace File dropdown and select a marketplace type.

Import a List of Labels

It’s easy to import labels, up to 1000 at a time. Start by selecting a C3V file to upload,

What file would you like to upload?

() | have my own file to uplead (This includes the downlcadable template provided)

I © | am uploading a file exported from an enline marketplace I

Select a Markatplace File d (b)

Select a Marketplace File
b
Etzy

Shopify

BigCommerca

Rithum

c) Once the marketplace is selected, click on the Select CSV File button to select your
file.
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Import a List of Labels

[t’s easy to import labels, up to 1000 at & time. Start by selecting a C3V file to upload.

What file would you like to upload?

() | have my own fila to uplead (This includes the downloadabla template provided)

@ | am uploading a file exported from an online markatplace

‘ Rithum -

Select C5V FHie

d) If youronline marketplace file uploads successfully, you will see a green Upload
Successful message box confirming that the upload was successful.
e) Select Import Labels to proceed to the next steps.

File Selected: Rithum fils teat csv

(¥ Upload Successful
The file did upload successfully. Mext, map the fiekds.

3) Assignto Batch
a) To add the labels to an existing batch, select Add to an Existing Batch.

i.  Search for an existing batch by name by entering it in the Search for an Existing

Batch search box.
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Assign to a Batch

Would you like to add these labels to an existing batch or a new batch?

(a) [ © #ddwoanExstngBacn |

(O Create a New Batch

Add Labels to an Existing Batch

( ! ) Search for an Existing Batch Q
1706555347 =
Back
1706644542
1707772780

Batch 2024-04-01 16:23

Batch 2024-04-01 16:26

Batch 2024-04-01 16:32

Batch 2024-04-01 16:35

ii. Once the existing batch is selected, select Next: Import Labels.

Assign to a Batch

Would you like to add these labels to an existing batch or a new batch?

© Add to an Existing Batch
(O Creats & New Batch

Add Labels to an Existing Batch

‘ Clark Ker]

Next: Import Labels

b) To add the labels to a new batch, select Create a New Batch
i. If you want to name your new batch of labels, enter it in the Batch Name (optional)
text field.
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(b)

(i)

(i)

(i )

If you want to add notes to your new batch, enter those in the Add Note for yourself

(optional) text field.

Once ready, select Next: Import Labels to proceed to the next section.

Assign to a Batch

Would you like to add these labels to an existing batch or a new batch?

(O Add to an Existing Batch

I Q' Creste a New Batch I

Add Labels to an New Batch

MNams this Batch of Labsis In Click-H-Ship

Batch Mame {optional)

Batch Motes

Add note for yourself {optional)

Mext: Import Labels

Back

4) Review Import Label Results
a) If the labelimport was successful, you will see a green success message with the total
number of labels imported successfully.

b) If you do not have any other files to upload, select View in Label Manager to view the

imported labels in the newly created batch.
c) Ifyou have another file to upload, select Upload a New File and repeat steps 1-5.
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Import Label Results

Total Labels Created

(a) 20f2

View Label Information in Click-N- Import Another File
Ship®

Have another file? Return 1o the beginning
=0 to Click-MN-Ship Label Manager of the process to import another 3V file
to view and edit the labal
information.

Upload a New File

(c)

d) If the labelimport was unsuccessful, you will see a yellow box with a total number of
labels that were not imported successfully.

i In this case, refer to the Label Row and Reasons record failed to import section to
review the items that need to be updated within the file in order to meet the upload
requirements.

e) Once the updates have been made to the file, select Upload A File to reupload the file
until the labels are imported successfully.
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(d)

(e)

(i)

Labels that did not import (47)

import

Labels that had errors and didn't

47 of 47

Instructions: Ve strongly recommend re-uploading a S5V with only these labals.

Upload A File

Label Row Reasons record failed to Import

10 Unable 1o find rata

42 Unable to find rate

3 You have entered a non-deliverable Delivery Address. Please
verify addraszs, including apartment, suite, etc. Additional
assistance is available at Find Zip Codes.
Unable to find rata

5) View Uploaded Labels in Label Manager
Once View in Label Manager is selected from the Import Labels results page, you will

a)

be redirected back to your Label Manager where your newly added label(s) will be

displayed within a Batch.
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«_Back to Batches

Batch: John Doe TEST 1 (1 Label) Edit l l C Refresh
Batch Summary Sender Information Batch Motes

Clark Kent Mone
jiotal $6.68 300 SUPERMAN ST

SAN ANTONIO, TX, 73255

Add From File Upload Add All Complete to Cart >

This Labed Manager fabig Is sorted by 0sfe and time crogied. Each new iabs! wiil appear gf the top of the tae.

O Ship Date  Recipient Service and Package Package Details [Extra Services Total Price ANl Labels -
1 D 11/26/2024 Johnny Parker Prionty Malk® Small Flat Rate Envelops + Add Package Deteils Insurancs $8.65
Pick up at: Edit Service And Package IJSFS‘rl'aI::Img2
¥ 500 SPIDERMAN ST Hiddan Postags
CHARLOTTE, MC 28282-8191 + Add Extra Services -
Add to Cart hd
o

USPS SMART LOCKER
CHARLOTTE, HC 2B282-0800

6) Select Service and Package Types
There are multiple ways to select your Service and Package Types for labels within your
batch.

a) Individual Recipient Method: If you would like to add a service and Package type
specific to each recipient, select Edit Service and Package located in the
recipient’s label row. A pop-up will appear where you can select the Service and
Package type for a single recipient.

This Labsl Manager fabie /s soned by dale and fime creglad. Each new bl will aopear ar the top of the tabie.

[ +] Ship Date  Racipiant Service and Package Package Datails Extra Sarvices Total Prica All Labels -
# Edit # Edit # Edit # Edit
1 ﬂ 11/28:2024 John Doe USPS Connect® Local Small Fiat Rate Bag  Items 1 USRS TI'EE:I(IHQE 37

30
valus: $100
s umerus e 0y [T P | T ORI s
CHICAGQO, IL, 80503-66810 Priority Mali® Return

Edit Extra Sarvices

2 = 11/28:2024 Johnny Parker Priority Meli® Small Fiat Rate Enveiops + Add Package Detgils Insurance $6.65

Edit Sarvice And Package
300 SPIDERMAN 5T o USRS Trecking® Invaild reciplent address. Edit -
CHARLOTTE, MC, 28262 Higden Postegs

+ Add Exira Services

b) Bulk Action Method: If all recipients have the same Service and Package details,
select the checkbox on the top left corner and then select Edit located beneath the
Service and Package section. A pop-up will appear where you can select the
Service and Package type for all recipients.
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This Lebel \Manager tabie /s soned by O0&le and fime craglad. Each new @be! will appear ar he fop of the tabie.

Ship Date  Recipient Bervice and Package Package Details Exira Sarvices Total Price All Labels -
# Edit # Edit # Edit # Edit
1 n 11/28:2024 John Doe USPS Connect® Local Small Fiat Rate Bag  Items 1 USRS TI'EE:I(II'IQ& 37

30

Edit Service And Package Vilue: $100
300 SURERMAN ST 4PT 201 e Edit Package Detsits Insurance Invsiid reciplent address. Edit v
CHICAGO, IL, B0503-6810 Priarity Mali® Return

Edit Extra Services

2 ﬂ 11/26/2024 Johnny Parker Priority Malk® Small Flat Rate Envelops + Add Package Detgils Insurance

$8.65
Edit Sarvice And Package
300 SPIDERMAN ST o USRS Trecking® InVaid raciplent aodress. Edit -
CHARLOTTE, MC, 28262 Higden Postegs

+ Add Exira Services

7) Edit Package Details
There are multiple ways to add Package details for labels within your batch.
a) Individual Recipient Method: If you would like to add Package details specific to
each recipient, select Add Package Details located in the recipient’s label row. A
pop-up will appear where you can enter the Package details for a single recipient.

This Labei Manager tabie Is sorted by dale and time creatad. Each new (abe! will appear af the top of the tatie.

] Ship Date  Recipient Service and Package Package Datails Exira Services Total Price All Labels -
# Edit # Edit # Edit # Edit
N - | 11/28/2024 John Doe USPS Connect® Local Small Fiat Rate Bag  ftems 1 USPS Tracking™ 57
-

30
300 SUPERMAN 5T APT 201 EOI Service And Package . - Insii reciplent scidress. Edit -
CHICAGO, IL, B0803-5810 I Edit Package Details I Priority Mal® Seturn

Edit Extra Sarvices

2 @ 11/28/2024 Johnny Parker Priority Melk® Small Fiat Rate Enveiops + Add Package Detsils Insurance $6.65

Edit Service And Package
300 SPIDERMAN 5T a USPS Tracking® IvaNg reciplent Adress. Edit v
CHARLOTTE, HC, 28262 Hidden Postege

+ Add Extra Services

b) Bulk Action: If all recipients have the same Package details, select the checkbox on
the top left corner and then select Edit located beneath the Package Details
section. A pop-up will appear where you can enter the Package details for all
recipients.

This Labsi \Manager tabis Is sorted by dafe and tims cresfed. Each new (abe! will appsar &t the top of the tabils.
Ship Date  Recipient Service and Package Package Datails Exira Sarvices Total Price All Labels -
# Edit # Edit # Edit # Edit

1 H 11/28:2024 John Doe USPS Connect® Local Small Fiat Rate Bag  Items 1 USPS TI'EGKIHQ& 7.

30
Edit Sarvice And Package Vilue: $100
00 SURERMAN ST APT 201 ; Edit Prckage Details o Invalld racipient Qaress. Edit ~
CHICAGO, IL, B0803-6810 o Priority Mali® Return

Edit Extra Services

2 = 11/28/2024 Johnny Parker Priority Mal® Small Fiat Rats Envelops + Add Package Detgils Insursnce

$5.65
Edit Service And Package
300 SRIDERMAN ST a USPS Trasking® Invaild recipisnt adaress. Edit v
CHARLOTTE, NG, 28262 Higden Postege

+ Add Extra Services
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8) Select Extra Services

There are multiple ways to add Extra Services for labels within your batch.

a)

Individual Recipient Method: To add an Extra Service specific to each recipient,

select +Add Extra Services locate in the recipient’s label row. A pop-up will appear
where you can select the desired Extra Services for a single recipient.

This Labei Manager tabie Is sorted by dale and time creatad. Each new (abe! will appear af the top of the tatie.

] Ship Date  Recipient Service and Package Package Details Extra Services Total Price All Labels v
# Edit # Edit # Edit # Edit
1 = 11/28/2024 John Doe USPS Connect® Local Small Fiat Rate Bag  ftems 1 USPS Trecklngg 7.30
R . i i Value: §100 S -
2 @ 11/28/2024 Johnny Parker Priarity Malk® Small Fiat Rate Envelope + Add Package Details Insursnce $6.65
200 5t AN Edit Service And PECKBge USRS Tracking™ ., et -
cfﬁﬁi:?:rqfr:::.sgazm Hidden sttzga nvala recipient saaress.
+ Add Extra Services
b) Bulk Action Method: If your batch of labels all have the same Service and Package
type and all recipients require the same Extra Services, select the checkbox on the
top left corner and then select Edit located beneath the Extra Services section. A
pop-up will appear where you can select the desired Extra Services for all
recipients.
This Labsf Manager fabie s sorted by dafe and fime cregtad. Eactt new (abe! will appear af the fop of the tabls.
Ship Date  Recipient Service and Package Package Datails Extra Sarvices Total Price All Labals -
# Edit # Edit F Edit # Edit
1 H 11/28/2024 John Doe USPS Connect® Local Small Fiat Rate Bag  fems UsSPs Tnscklngz $7.30
P + it Service And Pac e Value: $100 - -
3 SupemAl 3T seT 2on ST A e ot package Deisls  Irer eI TROpIort s i
Edit Extra Services i
2 H 11/28/2024 Johnny Parker Priorty Malk® Small Flat Rate Envelope + Add Package Detgils Insurance $6.65
200 5i AN Edit Service And Package USPS Tracking® L Iolent & - .
ciﬁigﬁsr.t::.sgazm Hiddan p:g:; Invald reciplent saarsss.
+ Add Extra Services
9) Add Labels to Cart

Review all the recipient details, and if everything is correct begin adding labels to your cart
for checkout. There are multiple ways to add labels to the cart.

a)

Individual Recipient Method: Individually add labels to cart by selecting Add to

Cart located in the recipient’s row.

b)

“Add All” Method: Add all labels to cart by select the checkbox on the top left

corner and then selecting Add All Complete to Cart.

182



«_Back to Batches
Batch: John Doe TEST 1 (1 Label)

Batch Summary

Total $6.68

Add From File Upload

Sender Information

Clark Kent
300 SUPERMAN ST
SAN ANTONIO, TX, 78256

This Labed Manager fabig Is sorted by 0sfe and time crogied. Each new iabs! wiil appear gf the top of the tae.

¥ SV a5 PO entar i

=

Batch Motes

Mone

(b)

Add All Complete to Cart » |

O Ship Date  Recipient Service and Package Package Details [Extra Services Total Price ANl Labels -
1 O 11/26/2024 Johnny Parker Priorty Melk® Small Flat Rate o + Add Package Details $5.68
Pick up at Edit Sarvice And Package usPs Tracking®

§ 300 SPIDERMAM 5T
CHARLOTTE, HC 282682-8191

Ship to:
USPS SMART LOCKER
CHARLOTTE, NC 2B282-0800

Hidden Postags

+ Add Extra Services
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Start from Address Book

Create multiple labels in Label Manager by bringing in addresses from your Address Book.
1) Begin File Upload Process
a) Option 1: Select Start From Address Book located on the landing page.

Let's get started! How would you like to create your labels?

(¢

i--l

Create a Single Label Create a Batch Import Labels Start From Address Book

Organize your labels into &

Creste individual labels manually i Import multiple lsbels via a File Start multiple labels in Label
o i A batch and utilize our N o o
within our improved creation _ ) ) Upload and continue editing in Manager by bringing in addresses
atreamlined multi-label creation
process. Labe! Manager. from your Address Book.

process.

b) Option 2: Select Use Address Book located on the Label Manager page.

Label Manager  / Shipping History / Address Book [/ USPS Connect® [ Direct Conmect [ Preferences
Al Labsls (2) Batchas (1)
New Label Use Address Book  Refresh Add All Complete to Cart >

Mew Label

by date And time crasted. Sach new EbS! Wil SEPSar &t the top of the table.

Mew Eatch Sarvice and Packags Package Datails Extra Services Total Prica All Labels v
File Upload

otten USPS Ground Advantege™ Cublc Chooss Your Own 180z Insurance $6.97

Box Velua: §5 e

RMAM ST USPS Tracking

Merketplace Import i i i Sender emall is i
1p! p I, 80805~ Edit Service And Packsge Edit I.?aekage + Add Extra ot ; Edit
petails Services
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2) Select Recipient from Address Book
a) If Start From Address Book was selected from the homepage, you will be redirected to
the My Address Book section.
i Search for and select the desired recipient by selecting New Label.

[ Soarch Adress Bock Q ] [ SeloctLabels and Choose Acton = ]

SontBy [ setectAu Viewing 1-7 of 7 contacts
[ Last Name A-Z v ’
CLARK KENT i
My Groups CHARLOTTE. NC. 33333.0000 -
Nogroups CLARK KENT
a 210 SUPERMANT ST Edit Delete
CHARLOTTE, NG, 333330000
Create New Group. CLARK KENT
O  sosueermantst Edquit Deiete
CHARLOTTE, NC. 33333-0000
Missing contacts from your existing USPS Address Book? CLARK KENT
£ 0 pisherBsvagpad = -

CHARLOTTE, NC, 33333-0000

b) If Use Address Book was selected from the Label Manager, an Address Book popup
modal will be displayed.
i Search for, select the checkbox of the desired recipient, and select Create Labels.

X
Address Book
Manage my Address Book > Search results 1-5of 5 Results per page
Saarch Contacts |ﬂABCDEFGHIJK;MNDDOHSTUV
w X Yy 2
All Contacts (5)
MName (Last, First) Company Location

Missing contacts from
your existing USPS KENT, CLARK 340 SUPERMANT ST
Address Book? CHARLOTTE, NC, 33333-0000

Sync All Contacts

[0 Dog John 300 SUPERMAN 5T
CHARLOTTE, NC 28262-2550
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3) View Labels in Label Manager

a) The selected recipient addresses should now appear in your Label Manager along with
any other labels that may have previously saved or created.

This Labed Manager fabis Is sorted by dafe and Hme created. Each new labs! will appear af the top of the table.

|:| Ship Date  Recipient Service and Package Package Details [Extra Services Total Price Al Labels -

1+ O 11/26/2024 Johnny Parker Priority Malk® Small Flat Rate Envelope + Add Package Deteils  Insurancs 3565
Pick up at: Edit Service And Package UsPS Tracking®
¥ 500 SPIDERMAN ST Hiddan Postags

CHARLOTTE, NC 282682-8191 + Add Extra Services "
Add to Cart .

to:
USPS SMART LOCKER
CHARLOTTE, HC 28282-0200

4) Select/ Edit Service and Package Details
Refer to the Package and Service Type section of the Enhanced Click-N-Ship® User Guide to

follow the steps required to select your Service and Package details.
5) Select/ Edit Extra Services

Refer to Extra Services section of the Enhanced Click-N-Ship® User Guide to follow the steps
required to select your extra services.
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Create a Return Label

Create individual return labels manually within our improved creation process.

Create Return Labels via Single Label Creation
Create an individual return label for a single recipient following the steps below.

1) Begin Single Label Creation Process — Two Options
a) Option 1: Select Create a Single Label located on the landing page.

Let's get started! How would you like to create your labels?
.

m T B

Create a Single Label Create a Batch Import Labels Start From Address Book

(Organize your labels into &

(e

Creste individual labels manualyy . Impaort multiple lsbels via a File Start multiple labels in Label
o ) : batch and utilize our - L o
within our improved creation ) ) ) Uplead and continue editing in Manager by bringing in addresses
streamlined multi-label creation
Drocess. Labe! Manager. from your Address Book.

process.

b) Option 2: Select New Label located on the Label Manager page.

Label Manager  / Shipping History / Address Book [/ USPS Connect® [ Direct Conmect [ Preferences
Al Labsls (2) Batchas (1)

New Label Use Address Book  Refresh Add All Complete to Cart >

& newLabal

by date and time cragtad. Each new labe! will 0pEar &f the tog of the tame.
Z  newBaton Sarvice and Package Package Details Extra Servicas Total Prica Al Labels -
[ File upioaa

otten USPS Ground Advantege™ Cublc Chooss Your Own 180z Insurance $6.97

Box Velua: §5 e
RMAM ST USPS Tracking
Merketplace Import i i i Sender emall is i
H' P p I, 80805~ Edit Service And Packsge Edit I.?aekage + Add Extra ot ; Edit A
Details

Services

2) Follow Single Label Flow Creation Process
a) Referto the Create a Single Label section of the Enhanced Click-N-Ship® User
Guide to follow the steps required to create your labels via the Single-Label Flow.

3) Select Return Label Extra Service

a) Once onthe Extra Services section, select the Create a Return Label checkbox
and select a Return Service by selecting the Select a return service dropdown.
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i. Note: Allreturn packaging is Choose Your Own Box packaging. An estimated
price will be displayed in the Return Package table; however, you will not be

charged for the Return Label until it is scanned and used.

Extra Services

[ azaiensl insursncs ()

O signeturs sarvices (T

rasna araturn labst (1) CREnged UDon Use

Fae Verias

Faa Verlas

ou will not be chargsd for this return |absd undsss it 1S ussd by the racipisnt. You will be notifisd of it's

uss and & postage dus will show up In your Shipping Cart.

“Salect the service typs Tor your return |aosl

Select 8 return service

Priorty Msl® Return

Prionty Mgl Express® Return

USRS Ground Advantage™ Retum

i. Toview more information on return label services, select the Return

Service Tooltip.

ii. Once the tooltip is selected, a Create a Return Label Popup Modal will be

displayed.

Extra Services

[] signature Services Label Delivery

With USPS Label Delivery, we can
deliver outbound and return labels
to residential and business

O] Label Delivery @ addresses for a fee charged per
label.

|:| Create a return labe

Hide Postage on Laf If you have selected to create a
return label, both the outbound and

return labels will be delivered to the

return address with a fee per label.

\Varies

PN use

$1.25

Free
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Create Return Labels via Label Manager

Create an individual return label for a single recipient from your Label Manager following the steps
below.

1) Proceed to your Label Manager
a) Select View Label Manager located on the landing page.

Click-N-Ship® v can

Label Manager  Shipping History / Address Book [ USPS Connect® ;  Direct Connect  /  Preferences
Hi, Ted! What's in your Label Manager?
Welcome to the new Click-M-Ship Enhanced Shipping experience! Hers you
can view your account information, start your Click-N-Ship experience, 698 516
sccess previous labels, create new labels, manage vour address book, and ® Incomplete Labels @ Complete Labels
mare!

86 15

@ Incomplete Batches @ Complate Batchas

View Label Manager

2) Add the Return Label Extra Service
There are multiple ways to add the Return Label Extra Service for labels within your Label
Manager.

a) Individual Recipient Method: To add an Extra Service specific to each recipient,
select +Add Extra Services locate in the recipient’s label row.

This Lebsi Manager tabis s sorted by dste and tims crested. Esch new iabe! will Sppsar af the top of the tabis.

[+ ] Ship Date  Recipient Service and Package Package Details Exira Services Total Price All Labels -
# Edit # Edit # Edit # Edit
i - | 11/28/2024 John Doe USPS Connect® Local Small Fiat Rate Bag  ftems 1 USPS Tracking® $7.30
Edit Service And Package Vilue: $100
300 SUBSRIMAN ST 45T 201 ; Edit Package Datails neurence Invelld recipient agaress. Edit v
CHICAGD, IL, 80603-6610 Priocity gl Saturn
Edit Extra Services

2 H 11/28/2024 Johnny Parker Priority Malk® Small Flat Rate Envelops + Add Package Detgils Insurance $6.68

300 SPIDERMAN 5T Edit Service And Package USRS Tracking®™ - font & ) Edit "
CHARLOTTE, NC, 28262 Hiddan Postege

+ Add Extra Services
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b) Bulk Action Method: If your batch of labels all have the same Service and Package
type and all recipients require the same Extra Services, select the checkbox on the
top left corner and then select Edit located beneath the Extra Services section.

This Lebel \Manager tabie /s soned by O0&le and Hime cregrad. Eacht new @be! will appear ar the fop of the tabve.

Ship Date  Recipient Bervice and Package Package Details Exira Sarvices Total Price All Labels -
FEdit  # Edit # Edit # Eqit
1 B 11262024 John Doe USPS Connect® Local Small Fiat Rats Bag  fems 1 USPS Trecking® $7.30
300 SURERMAN ST ART 201 SOt Service And Package Julopion __ Insurance Invalld reciplent sddrsss. Edit v
CHICAGO, IL, B0503-5810 Edit Package Details  porn, pgi® Returm
Edit Extra Services
z B 11282024 Jonhnny Parker Priofity MEINE Smiall Fiat Rats Enveiops + A0 Package Detsils Insurance $6.65

Edit Service And Package
300 SPIDERMAN 5T o usPs Tracking® Invaild raciplent addrass. Edit -
CHARLOTTE, HC, 28282 Hiddsn Postegs

+ Add Exira Services

c) Once either option is selected, the Select Extra Services popup modal will appear.
Select Create a return label checkbox.

Select Extra Services

Extra Services

[] Additional Insurance @) Fee Varies
[] signature Services @ Fee Varies
[] Create a return label @ Charged upon use
[ Hide Postage on Label @) Free

d) Selectareturn service type from the Select a return service dropdown.
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X
Select Extra Services

O signature Sarvices (D) Fee Vares

B Create a retum label @) Chargad upon use
You will not be charged for this return [abel unless it is used by the recipient. You will be notified of it's use
and a postage due will show up in your Shipping Cart.

“Salect the sanvice type for your return labeal

Select a return service

Priority Mail® Return

Priority Mail Express® Retum

USPS Ground Advantage™ Raturn

e) Once the Return Service type is selected, you will see the estimated amount
charged for the Return Label if it is used.

X
Select Extra Services

O signature Services @) Fee Varias

B Create aretum lsbel @) Charged upon use

“ou will not be charged for this return label unless it is used by the recipient. You will be notified of it's use
and a postage due will show up in your Shipping Cart.

“Sedect the service type for your retum label

Priority Mail® Return

Estimated amount charged upon use: $6.64

f) To proceed, select Save.
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Select Extra Services

[ signature Services @) Fae Varias

B Crestearstum label @ Charged upon use

“ou will not be charged for this return label unless it is usad by the recipient. “ou will be notified of it's usa
and a postage due will show up in your Shipping Cart.

“Selact the sarvice type for your retumn label

PPriority Mail® Return

Estimated amount charged upon use: $6.64

[ Labal Dalivery @ 3125

[ Hide Postage on Label @)

Frae
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Viewing your Return Label(s)

Within this section you will understand where to find and how to view your created Return Label(s).

1) View Return Labels via the Label Manager
a) Select View Label Manager located on the landing page.

Click-N-Ship®

Label Manager / Shipping History / Address Book [ USPS Connect®

Hi, Ted!

S o

Direct Connect / Preferences

What's in your Label Manager?

Welcome to the new Click-M-Ship Enhanced Shipping experience! Hers you

can view your account information, start vour Click-N-Ship experience,

sccess pravious labels, create new labels, manage your address book, and

mare!

View Label Manager

698 516
@ Incomplete Labels ® Complate | abels
86 15

® Incomplete Batches ® Complates Batches

b)

If a Return Label has been added to an Outbound Label, the Return Label will be

displayed within the Extra Services section of the Outbound Label.

This Lebel Manager tabie /s soned by d&le and fime creglad. Eaci new abe! will aopear ar the fop of the tabie.

E  shipDate Recipient

Service and Package Package Datails Exira Sarvices Total Price All Labels -
# Edit # Edit # Edit # Edit
i - | 11/28/2024 John Doe USPS Gonnect® Local Small Fiat Rats Bag  ftems 1 USFS Tracking™ $7.30
200 SUPERMAN ST APT 2g¢  EOit Service And Package \;Ii:a; $1:: - Insurance P ——— o
CHICAGO, IL, 80803-5810 ackage Det=ls I Prigrity Miali® Rsturn
ar a8 Jervices
2 @ 11/28/2024 Johnny Parker Priorty Malk® Small Fiat Rats Enveiops + Add Package Details Insurance $6.65

300 SPIDERMAN 5T Edit Service And PECKBge

CHARLOTTE, NC, 28262

USRS Tracking®™
Hidden Fostege
+ Add Extra Services

el R

2) View Return Labels via the Label Cart

a)

Select Label Cart located on the landing page.
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Click-N-Ship® \E[ can

Label Manager |/  Shipping History / Address Book [/  USP3 Connect® [  Direct Connect  /  Preferences -

- o s
Hi, Ted! What's in your Label Manager?
‘Weleome to the new Click-N-Ship Enhanced Shipping experience! Here you can view 604 1006
your account information, start your Click-MN-Ship experience, access previous lebels, ® Incompists Lahes ® Cominizts Lebais
create new labels, manege your address book, and more!

70 26

@ Incompists Betches @ Compists Batches

View Label Manager

b) Within the Label Cart, there will be a Return Label indicator for each outbound Label
with a Return Label.

Label Cart (2)

< Back to Label Manager
*Note for Return Services: For any return services added, it is free to create and print the return label now. You will enly be charged If this return label is used.

Remove
[J ship Date Recipient Service and Mailpiece Mailpiece Details Mailpiece Services Price
1of2 [0 osr22/202a Cinrk Kent Pricrity Mail® Flat Rate Envelope Value: $100 Flat Rate Envelope $8.50

W00 SUPERIAY ST

# Edt CHARLOTTE. NC 282622222 Higden Postage =
Priority Mail® Return Free

Total Label Cost $8.50

20t2 [0 osr22/2024  cars ket Priority Mail® Flat Rate Envelope Value: $100 Flat Rate Ervelope $8.50
100 SURPERNIAN ST N .

2 Edit CHARLOTTE. N 28282-3237 USPS Tracking Electronic Free

Insurance Free

Hidden Postace [t

Priority Mail® Return Free

3) View Return Labels via the Payment Confirmation Page
a) Once you’ve purchased a label, you will always be redirected to the Payment
Confirmation page.
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Payment Confirmation

Order Mumber
CEG10COE-2F2B-48F5-9CE9-F13FT1690BAF

Charged to Crdier Total
MASTERCARD-D440 828.65 (1 labels)

b) Within the Payment Confirmation page, there will be a Return Label indicator for
each outbound Label with a Return Label.
i. Note, you will also see the Return Label service type and tracking numbép)
in the payment confirmation Label Table beneath its associated Outbound
Label.

Label actions: Select labe's and print, save to POF or creste a digital ed campsign to eppesr in recipient’s Informed Delivery.

Frint Labels Seve as PDF Create Digital Banner

[ shipDate  Recipient Mailpiace and Package Package Details  Digitsl Banner  Label Number
tor1 [ oanamoze  Clark Kent Priority Msil Express® Legsl Fiat Rate Envelope Value: $100 Create B4712301DE355000072865
200 SURERMAN 5T 2.0y Delivery
CHARLOTTE, MG 282622222
I>rinriry Mail® Return Service B4019301DE355000019682 I

(a) (i)

c) To printyour Return Labels, select Print Labels located under the Label Actions
section at the bottom of the payment confirmation page.
i. Note, your Return Labels which will be printed out with their associated
Outbound Label.

Label actions: Select lsbels and print, save to PDF or create 2 digital ed campsign to eppear in recipient’s Informed Delivery.

Print Labels Save as PDF Create Digital Banner

[0 shipDste  Recipient Mailpiece and Package Package Details  Digitsl Banner  Label Number
10f1 D 04042024 Clark Kent Priority Mail Express® Legal Flat Rate Envelope valus: $100 Create 8471230102E56000072856
300 SUPERMAN ST 2-0ay Dalvary

CHARLOTTE, MC 28282-2222
B0 9301 035500001 2582

Return Label Pricrity Mail® Return Service

4) Viewing Return Labels via the Shipping History
a) Select Shipping History located on the landing page.
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z

Click-N-Ship® can

Address Book  /  USP3 Connect® [/  Direct Conmect [/ Preferences -

Label Manager
Hi. Ted! What's in your Label Manager?
i, Ted!
‘Weleome to the new Click-N-Ship Enhanced Shipping experience! Here you can view 604 1006
your account information, start your Click-MN-Ship experience, access previous lebels, ® Incompists Lahes ® Comioizts Lebsis
create new labels, manege your address book, and more!
70 26
@ Incompists Betches @ Compists Batches

View Label Manager

b) Within the Shipping History, your purchased Return Labels will be listed as
their own line items.
c) Todistinguish a return label from a regular outbound label, refer to the Service
Type section and look for RTN, which stands for Return.
i. Note, you will also be able to view other Return Label details such as the
shipping address, label number, and label use status (e. g. Pending Use).

Showing Results 1-1 of 1

Select labels from the table below by checking the corresponding checkbox for actions to sppear. Then choose an action.

1 [ 04m2r2024 23004049 clers Kent PM-ATN 94058301 09355107149525 No NIA EPS-B201  Pending  $0.00 “eharged upson use
0QE1-3283- 300 SUPERLAN ST Use iB
aToa CHARLOTTE. tie 28262.2221) Qutgoing Label Ending: 2570

B8398071691bet

196



Paying for Scanned Return Labels (Postage Dues)

Return Labels that are scanned and used will be listed a Postage Due on your account, that you will
have to pay for. Pay for these Postage Dues by following the steps below.

1) Pay for Scanned Return Labels via the Homepage
a) Return Labels that are scanned and used, will appear as a Postage Due on the

Landing Page.

Hi, Shippercat!

‘Welcome to the new Click-N-Ship Enhanced Shipping experience! Here you can view 0
your account information, start your Click-N-Ship experience, access previous labels, .

create new labels, manage your address book, and more!

What's in your Label Manager?

Incomplete Labels

View Label Manager I [ Switch Payer Account

0
.

Incomplete Batches

3

® Complete Labels

0

® Gomplete Batches

any in the future.

View Details Vv

“You currently have 2 Postage Dues in your cart. Reasons for postage dues can vary from inaccurate weight entry, reuse of a
label, and other input error when creating a label. Click View Details to learn more about your postage dues and how to avoid

*All postage dues must be paid during your next transaction. Loyalty Cradits cannot be applied to postage dues. You may choose to pay only postage duss now or with
other abels during your next transaction. The Order Total at the bottom of the Cart includes Postage Dues.

$21.00
Postage Dues

Pay Now

b) To view more details of the Postage Due, select View Details. Once selected, you’ll
see which Return Labels were scanned, the reasoning for the Postage Due, and the
postage cost owed for the scanned Return Label(s).

c) To pay for the Postage Due, select Pay Now.

You currently have 2 Postage Dues in your cart. Resscona for postage dues can vary from inaccurate weight
entry, reuse of & label, and other input error when creating a label. Click View Details to learn mare about
your postage dues and how to avaid any in the futurs.

Al DOSEEE duss must be pald dur ng your next frensaction. LO'_-'E T'_n' Credits cannot b EDP“QG 1o posiage dues. You may choosato pay OI'Il}'

posiage dues now or with other |abels durl ng your naxt fransaction. The Order Totel at the bottomn of the Cart Inciudes p‘:-i'.EgS Duses.
~Micw Details he
Ship Date Label Number Reason for Postage Due Postage Due
1 03/27/2024 2405830109355 Weight $12.00
107145176 Incorrect Weight: When entering the weight
of the mailpiece, make sure all items are in
the mailpiece so the weight logged is
accurate.
2 03/27/2024 9405830108355 Weight £9.00
107145169 Incorrect Weight: When entering the weight
of the mailpiece, make aure sll items are in
the mailpiece so the weight logged is
accurate.

$21.00

Postage Duss

Pay Now

(c)
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(b)

2) Payfor Scanned Return Labels via the Label Cart
a) Selectthe Label Cart located on the landing page.

Click-N-Ship®

Label Manager / Shipping History / Address Book [/ USP3 Connect® [/  Direct Connect [ Preferences m

What's in your Label Manager?

Hi, Ted!
‘Welcome to the new Click-MN-Ship Enhanced Shipping experience! Here you can view 604 1006
your account information, start your Click-M-Ship experience, access previous labels, ® Incompigte Labals & Compiste Lebels
Incompists LaDss Comoiss Lenais
create new labels, manege your address book, and more!
70 26
® Incompists Betches ® Compists Batchas

View Label Manager

b) Return Labels that are scanned and used, will appear under the Postage Due on

Return Labels section of the Label Cart.
c) To pay for these postage dues, select Pay Postage Dues Only.

Postage Due on Return Labels
You cunrenw have 2 Return Labels pmvlously ordered have been seanned.They may not be removed from the cart, and you will be cnalged for them dunng your next transaction.

03/27/2024 Clark Kent Priority Mail® Return Service @ Priority Mail® Return Service $6.43
_ - Label
From ZIP: TX 75202-3716 Number: 9405830109355107145176 Total Postage Due $6.43
2012 03/27/2024 Clark Kent Priority Mail® Return Service G) Priority Mail® Return Service $6.43
*Postage Dues Label
ca t b o a
2 From ZiP: TX 75202-3716 Number: 9405830100355107145176 Total Postage Due $6.43

Total Postage Dues: $33.86

Pay Postage Dues Only
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