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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
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?

V"

Create a Batch

Create a Single Label
Organize your labels into a
batch and utilize cur
streamlined multi-label craation
process.

Create individusl lsbels manually
within our improved crestion
process.

Import Labels Start From Address Book
Import multiple labels via a Fils Start multiple labels in Label
Upload and continue editing in Manager by bringing in addresses

Label Manager. from your Address Book.

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

Click-N-Ship®

2
\._.r Cart

Label Manager / Shipping History / AddressBook / USPSConnect® / DirectConnect / Preferences

All Labels (67) Batches (72)

New Label Use Address Book

B New Label

C' Refresh Add All Complete to Cart >

by date and time created. Each new label will appear at the top of the table.

g New Batch nt Service and Mailpiece Mailpiece Details Extra Services Total Price All Labels v
IE File Upload Bayaloune Priority Mail® Flat Rate  Value: $100 Signature $12.20
lan Team LLC Envelope + Add Mailpiece ~Confirmation™
Eo Marketplace Import ERMAN ST Edit Service And Details Insurance
rrSBLUFF, NE, 69381-5900 Mailpiece USPS Tracking @ Added to cart

Electronic Edit Label
Hidden Postage
Edit Extra

Services




2) 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 you would 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) If you 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 retum addresses in Preferences.

(a) [ uss = ons-tims rsturn eddress {I}

“Ealect your return addess:

sender Test

(b) 800 N GLEBE RD ~
ARLINGTON, VA 22203

Ehip from a difierent ZIP Code™

(c) 22203

Email
john.doeSgmail .com

Phone £ SMS Text Message
(F04) TB0-2387

D Sand me tracking notificetions




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

New Return Address

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 (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.

(i)

*Sender Information

Please provide first and last name andfor company.

Firs2 Mama Ml La=t Mame
Compary
Phons (optional Email [opticnal)
Sender Address
Please provide a valid address. Required fields are marked with an asterik (7).
“Eireat &ddrass AptiEuibe

" | ‘ ‘ |
ity Stz “ZIP Code™
| | AL - Aistams v‘ | |

. [0 saveto Addrsss Book
(iii—iv)
Sat g5 Defeult Retum Addrass




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

Sender Details

ou can manage your retum addrassaes in Preferences.

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

“Eglect your return addess

Sender Test

200 N GLEBE RD -
ARLINGTON, VA, 22203

Ehip from a difierent ZIP' Code™

22203

Email
john.doeZgmail .com

Phone f SMS Text Message
(¥04) TBO-2387

[] s=nd me tracking notificetions




(ii)

f) If the Send me tracking notifications checkbox was 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.

Tracking Notifications for Sender

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

ail Fhona

5'

john.dos@gmailcom ‘ (F04) TEO-2387

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

Ennail Text

All Bslow Updstes

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

D=livary Expectetion Updetes

oooooo o
oooooo o

Packegs In Transht Updatss

Privacy Act Statement (iii )

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
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 momn information regarding our privacy policies visit www.usps comyprivacypalicy




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. If you would like to be redirected to your CNSv2 Address Book, select the
Manage Address Book hyperlink.

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

fields.

Step 1: Recipient Details

(a) S8Erch your Adorsss So00k Q

(i) I Manage Address Book I

Plaaze provide first and last name and/or company

First Nama Ml Last hama

Company

Recipient Address

(b) Plessa provide a valid address. Required fialds are marked with an asterisk (7)
“Courtry
Unitsd Statss of Amsrice ~
“Etraat Address Apt'SutaOthar
i
“City “Emate “ZIP Code™
‘ AL - AEDEME e ‘ |
Fafaranca Mumbar / Mots fthis will print on tha labal]




4) Enter the Reference Number (optional)

a) If you would 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).

Recipient Address
Please provide a valid address. Required fialde are marked with an astarizk (7)

“Courtry
Unit=d Stetes of Americe b
“Strest Address AptSuiteOthar
“City “Etate “ZIP Code™
‘ AL - Alsbama e ‘ ‘

Rafaranca Mumbar / Mot {this will print on tha labal)

5) Save the Recipient Information to your Address Book (optional)
a) 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.

UsPs® Smart Lockers arz available in salect locations! They let you ship 1o
people via self-sorvice pickup at free, secure Smart Lockars in Post Office”

locations. You will have the option to ship eligible shipments to a USPS Smart
Locker at checkout. Leam more.

I|:| Save 1o Address Soox

[] send reciplent tracking notfications

D Hold for Plcsup a1 Post Offlce™

10



6) Select Recipient Status Notifications (optional)
Within Enhanced Click-N-Ship®, you have the capability to have the recipient receive shipment
status notifications via email, text, or both (note, international phone numbers are currently not
supported in the Enhanced Click-N-Ship® application and the recipient will receive a notification
from USPS® asking them if they would like to opt-in to tracking notifications).

a) If you would like the recipient to receive text or email notifications about the mailpiece,
select the Send recipient tracking notifications checkbox.

USPS® Smart Lockers arc available in 2alect locations! They let you ship to
pecple via self-sarvice pickup at free, secure Smart Lockers in Post Offica™
ocations. You will have the option to ship eligible shipments to a USPS Smart
Locker st checkout. Learn more.

[ saveto Addrsss Sook

ID Send reciplant trecking notifications

D Hold for Plckugp 8t Post Offce™

11



(ii)

b)

If the Send recipient tracking notifications checkbox was selected, a Tracking
Notifications for Recipient 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.

Tracking Notifications for Recipient

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

ail Phans

EI

Select which types of notifications you would like the usar to receiva?

Email Text

All Below Updetes

Expact Deivery Updates
Dy of Dellvary Updates
Packegs Desivery
Avsiebls for Plok Up

Delivery Expectetion Updetes

OoOooooaon
OoooOooogo A

Peckege In Transit Updatss

¥our information will be usad to respond to youwr mail recoveny service equast. Collection is authorized by 38 ULE.C. £01, £08, and
404. Providing tha information is volurtary, but if not provided, we may not process your request in tha mail recovery application
Wz do not discosz your information to thind parties without your consant, except to faciltate the tanzaction, to act on your bahalf

Privac y act Statement

or request, or as legally required. This includes the following mited cicumstances: to a congressional office on enforcemant
agancy in accanrdance with aw. (& to the sender or address of the mail-piscs in connection with tha resaktion of 2 daim. { toan
axpart consuitant for the purposs of determining the value of a lost or damagad item, or to determine otherwize tha validity of the
claim. For mome information regarding owr privacy policies visit www, usps comprivacypalicy

12



7) Select Hold For Pickup (optional)
a) If you would like to have your mailpiece held at a designated Post Office™ location for
pick-up, select the Hold for Pickup at Post Office™ checkbox.

UsSPS® Smart Lockers arz availsble in salect locations! They let you ship to
pecple via self-sarvice pickup at frea, sacure Smart Lockers in Post Office™
locations. You will have the option to ship eligible shipments to a USPS Smart
Locker st checkout. Learn more.

[ seve to Address Sook

D Sand reciplant trecking notifications

I D Hold for Plcxup at Post Office™ I

b) If the Hold for Pickup at Post Office™ checkbox was selected, a Hold for Pickup modal
will be displayed.
i. 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, you can select a Post Offica™ to hold the shipment until the recipient picks it up.

“Entara ZIP Coda™

Q

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

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

Zandar Emai Aacipizrn Email

John.dos@gmall.com ‘

Sendar Phone  EMSE Text Messags Aacipiar Phone / SME Text Massags

| (704) 7302367

13



(i)

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

Hold for Pickup

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

28262 o]

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

0 NORTH TRYON Available Services:
8700 M TRYOM ST Priority Mail Express®
CHARLOTTE, MC, 28213-2708 Priarity MailE
USPS Ground Advantaga™
Post OfMics H
ost OMce Hours () Priarity Mail® Cubic
USPS Ground Advantage™
Cubic
() mEwELL Awvailable Services:
106 OLD COMCORD RD Priority Mail Express@
MEWELL, MC, 2E128-0997 Priority MailE
USPS Ground Advantage™
Post OfMics H
sstomes fous @ Priority Mail® Cubic
USPS Ground Advantage™
Cubic

iii. If you would like to receive text and / or email notifications to notify you or the
recipient that the mailpiece 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 amail and phone number for the sandar and recipiant to recaive notifications.

Sgndar Emai Ascipiart Email

‘ john.dos@gmall.com ‘

Sendar Phone / EME Tedt Meszags Aecipiant Phons / SME Taxt Massags

(704) TE0-23B7

14



8) Confirm Sender and Recipient Details
a) 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 arz available in solact locations! They let you ship to
pecple via self-sanvice pickup at free, socune Smart Lockers in Post Offica™
locations. You will have the option to ship eligible shipments to a USPS Smart
Locker at checkout. Leam more.

[] seve to Addrass Sook
Sand reciplent trecking notifications
Emazil Phone / 3M3 Text Message
John.dos@gmall.com (FD4) 780-2367
Edit Motificetlon Settings
Hald for Plckup at Paost Offlca™
HORTH TRYON
8700 W TRYON 3T CHARLOTTE, WC 28213-875%5

Past Offlce™ Hours {D

Changs Locstion

15



9) Select Hazardous Material Type (If Applicable)

(a/b)

a) Select ‘Yes’ if your mailpiece contains any potential hazardous or dangerous material
such as batteries, perfume, paint, aerosols, and more.
i. Toview a detailed list of HAZMAT examples, select ‘View examples of mailable
and nonmailable hazardous materials’
b) Select ‘No” if your mailpiece does not contain any hazardous or dangerous materials.

Does this parcel contain anything potentially hazardous?

Potentially hazardous items may include batteries, perfume, paint, asroscls, and more.
View examples of mailable and nonmailable hazardous materials (HAZMAT).

Do Not Mail Mercury! Mercury is a hazardous, silver liquid metal. Mercury is inside many
older devices like thermometers, blood pressure cuifs, thermostats, and switches. Learn
Maore

*Are you shipping dangerous goods or hazardous materials? @

) Yes
) No

Notice: By clicking MO, you are confirming that your package does not contain any
Hazardous Materials or Dangerous Goods. Shipping improperly prepared, undeclared, or
prohibited HAZMAT can result in civil and criminal penalties under federal law.

16



c) If YES was selected, a HAZMAT modal will be displayed.

i. Read through the list of Mailable and Nonmailable HAZMAT types, and select |

understand to proceed with selecting a category type.
ii. If you are not shipping a HAZMAT material and would like to go back to the
previous page, select Nevermind, | am not shipping HAZMAT.

HAZMAT

The following itemns are congsiderad hazardous materials (HAZMAT) or Dangearous Goods

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

Mailable HAZMAT Honmailable HAZMAT (Prohibited)
Asrosol sprays Alrbags

Satteriss non-sollenis) AMMmundticn

ory los Bulk shipmants of HAZMAT
Fiammanls iguwds Dynamits

Lighters (USPS authorization required)  Firsworks

Uithium Settariss Gasoline

Matches High Powsrsd Lithium Battsrss (L&, blkes, sisctric cars, scootsrs)
Hell Polish Remover *Mercury

Parfums Purs Acetons

Bropans

*Do Not Mail Mercuryl Mearcury is a hazardous, silver liguid metal. Mercury is inside many older
devicas like thermometars, blood pressure cuffs, thermostats, and switches. Learn Mors

Mote: This iz not an all inclusive list of mailable or prohibited items. Please refer to USPS
Publication 52 (Pub 52} for quantity, packaging, and labaling guidance for mailable tems andfor to
ansure your shipment is not prohibited in the mail.

Shipping improperly prepared, undeclared or prohibited HAZMAT can result in civil and
eriminal penalties under faderal law. The following tutoral will help vou learn how to sacuraly
package. label and ship HAZMAT for domestic destinations through USPSE. View tutorial at
W usps . com/hazmat

(i) (ii)

I understand Mewvermind, | am not shipping HAZMAT

17



d) Click on the dropdown button and selecting the HAZMAT category type from one of the
options listed.

Selact ~ Label Summary

Alr Eligible Etnancl (suthorized fregrencs end hand seniftizer shipmeants)
Toy Propslient:Satsty Fuss

Hezardous Materlsls Class 3 - Peckege (Hand sanitizer, nibbing slcohol, sthancl bass products, flammable iguids ste.)

Fedioactive Materlels {5.g., SMoks dstectors, minerels, gun sights, stc. - Special requinsments Peckeging Instructions TA requirsmeants)

AIr Eligibla Comosive Meterisls (osrtain chaaning or free/wssd kiling compounds, S1o.)

Saaled lead acid betteriss

Litrium Eettaries - Maw Individusl or SpErs Iithium battenss (marked UMS4SD or UNSDB0 oniy)

Litrium Egttaries - Used sisctronic devices contalning or peckaged with IIEhium batterles (mardngs required)

Litrium Eettaries - Mew sisctronic devices pecikagsd with Ithium batteries (marked UMZ4E1 or UN30ET)

Dry lce {Iimited to 5 Ibs. If shipped via Alr)

Lithium Batterias - Mew slactronic devices installed or packaged with Ithium batterss (no merking)

KMagnatized Metsrials

Safsty/strikes on box matches, book metches, mallabls fammabis soids only

Hydrogen peroadds (3 to 20% concsntration)

Organic Peroxides

Toweic matsrials [pestickdes, harbicidss, etc.)

Elologlcel Substencs, Catsgory B {l.s., Leb Test) marked UNSITE

Exrceptsd Quantity Provision (2.g.. small volumas of lammabis Iguids, comosive, toc or snvironmentslly Nezerdous matsnials - marking required)

Surfece Only Hazsrdous Materials (For tems that are not listed, but are restricted to surface oniy)

Alr Bligible IDEDDD Consumsr Commodity (Mon-lammabiks esrcsols, Flemmable combustible liquids, Toxic Substanca, Miscsllanslous hezandows MEtSrals) -

18



10) Select the Shipping Date

a) Select the date you would like the mailpiece to ship (you may now select a date up to 7

days from today).

Step 2: Select Service and Mailpiece Type

Fill out the information below and select vour service and mailpisce type.

Shipping Date
Choose a date up to 7 days from today.
0E/04/2024 E
Saptamber 2024 =
pe
Su Mo Tu We Th Fr 5a
n 5 & T
g8 & 10 11
lailpiece Type
ite® product or a Priority Mail Exprass Flat Rate® product
&ging.
please go to your local Post Office” .
Cherar Ted

id you like for this mailpiece?

11) Select the Mailpiece and Service Type (Option 1)
a) Select the USPS® Flat Rate Packaging Mailpiece Type (note, if HAZMAT was selected,
only Choose your own box will be available).

Shipping Data
Choose a date up to 7 days from today.

DEVO4 2024

Bt

Choose Your Mailpiece Type

Q) usPs® Fist Rate Packeging

() chooss your own box

19



(c)

b) If you selected USPS® Flat Rate Packaging, click on the Select a Service dropdown and
select a Service Type.

Select Your Service and Mailpiece Type

Selecting a Priorty Mail Flat Rate™ product or a Priority Mail Exprezs Flat Rata® product
requires LISPS® provided packaging.

If wou plan to ship live animals, pleass go to your local Post Office” .

Earvice Typa: which shipping method would you like for this mailpiece?

Selact a Sarvice

Priority Meli® 1-3 Dy Deilvery | Starting from 57.60

Priority Mall Exprass® 1-2 Day Dativary | Starting from $26.35

c) Once the Service Type is selected, select View Mailpiece Types to proceed with seeing
all of the mailpiece type available for that specific service type and select a Mailpiece
Type.

i. Note, if you selected Priority Mail® Express as your Service Type, you will be able
to view the drop-off locations available by selecting the hyperlink.

View Mailpiece Types

You're shipping with Commercial Pricing.
Enjoy vour discounted rates.

Prices are bazad on shipping Priority Mail Express® from ZIP Code™ 78255 to 28262
on 097042024

Priority Mail Expres=® Drop-Off Locations

Mailpiece Type Scheduled Delivery Price
Q) Priority Msil Express® Flat Rate Envelopa Bap 05, 2024 £26.35
12-102" x 8-1/2" 1-Day Delivery Par LEbs
() Priority Mail Express® Legsl Flat Rate Bap 05, 2024 £26.865
E_n-.'elclpe i-Day Delivery Far LEDs
15% x 912"

20



12) Select the Mailpiece and Service Type (Option 2)
a) Select the Choose Your Own Box Mailpiece Type.

Shipping Data
Choose a date up 1o 7 days from today.

DB/04/2024

i3

Choose Your Mailpiece Type

Q) usPsT® Fist Aste Packeging

| () chooss your own box |

b) If you selected Choose your own box, you will be required to enter further details about
the box.
ii. Enter the mailpiece weight and dimensions (if shipping a mailpiece greater than
12” long)

“What is the weight of vour mailpieca?

0 [la} Q 0z

“What are the dimensions of vour mailpieca?

Legzth Wigth Haight

0 n o n o n

iii. If your mailpiece is not a standard rectangular box, select the This mailpiece
isn’t a standard, rectangular box checkbox and enter the Girth (if applicable).

Bl ™= melipiscs isn't & standard, rectenguiar box.

Gtk (T)

D In

21



iv. If your mailpiece 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
mailpiece from the dropdown.

O any of the below charactenstics apply to vour mailpieca? {}:}

Mone e

Glass contaliner with mors then 240z of iquid

[l ]

i

Rare® product
listal or plastic conteinsr with mora then 1 gallon of liguid P

Listal-0endsd parcs
Ins=cursly wraopsd
[ Can, Roll, or Tubs .
Wisodan or Metsl box

Books or othsr printad matariel walghing mors than 26 pounds

Documents of parsonel comespondance




(e)

(1)

c) Select a Service Type by clicking on the dropdown button and selecting from the options
available.
i.  Note: USPS Connect® Local Service Types will only be displayed for eligible
addresses. Eligibility is determined by the sender address entered in step 1.

Select Your Service and Mailpiece Type

Selecting a Pricrty Mail Flat Rate® product or a Priority Mail Exprass Flat Rata® product
requires usps® provided packaging.

If wou plan to ship live animals, please go to your local Post Office”.

Earvice Type: which shipping method would you like for this mailpiece?

Select a Service -
Priority MelkE 1-3 Day Delvery [ Stariing from 57.60
Priority L&l Express® 1-2 Day Delvary | Starting from $30.45
USPS Connect® Local 1-Z Day Delvery [ Starting from 53.85
USPS Connact® Local Mell 1-2 Day Delvery [ Starting from 52.65
USPS Ground Advantsge™ 2.5 Day Delvary | Starting from 55,709
USPS Ground Advantage™ Cublc 2.5 Day Delvery | Starting from 56.67
Priority MalKE Cubic 1-3 Day Delvery | Starting from S8.07

23



d) If USPS Connect® Local / Mail Service Types was selected, click on the View Mailpiece
Types button to view all of the mailpiece types available for that service type.

Select Your Service and Mailpiece Type

Selecting a Priority Mail Flat Rate® product or a Priority Mail Express Flat Rate® product
requires USPS® provided packaging.

If vou plan to ship live animals, please go to your local Post Office™.

Service Type: which shipping methed would you like for this mailpiece?

USPS Connect® Local - ‘

[ View Mailpiece Types

i. Select a Mailpiece Type from one of the options available based on your
previous selections (Note, the prices and scheduled delivery dates displayed are
calculated based on the Service Type selection, your Return Address, and
Recipient Address locations).

You're shipping with Commercial Pricing.
Enjoy your discounted rates.

Prices are based on shipping USPS Connect® Local from ZIP Code™ 28262 to 28262
on 02/29/2024.

Mailpiece Type Scheduled Delivery Price
O USPS Connect® Local Small Flat Rate Bag Same-Day or Next-Day $4.15
9" x 12" Delivery Per Label
O USPS Connect® Local Flat Rate Box Same-Day or Next-Day $4.85
12% % 3-1/2° x 14-1/8" Delivery Per Label
o USPS Connect® Local Large Flat Rate Bag  Same-Day or Next-Day 54.95
14" x 17" Delivery Per Label

Don't see your Mailpiece Type? Update your Shipping Date, Package Type, and Service Type to see
other options.

24



(ii)

(i)

ii.  Once the Mailpiece Type is selected, select a Drop-off Location from the
options displayed (Note, the same-day / next-day drop-off locations that are
displayed are determined by the sender address entered in step 1).

iii. To view the full list of locations available, select Show More Locations.

Choose Your Drop-off Location

Please see the bottom of your label for the address of the postal facility where you must bring your
SCAN form and mailpieces to drop off for processing.

USPS Connect® Local - Destination Delivery Unit ("DDU")

(O DDU: NORTHEAST
1820 HARRIS HOUSTON RD CHARLOTTE, NC 28262
Total Distance: 1.5 Miles

For Same-day Delivery, you'll need to drop all your mailpieces off before 6 a.m. local time of your
selected ship date.
" Mailpieces dropped off later may be delivered the next day.

Show More Locations

\ Rockwell
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e) If you selected any of the other Service Types (Priority Mail®, Priority Mail Express®,
Priority Mail® Cubic, USPS Ground Advantage®, or USPS Ground Advantage® Cubic), click
on the View Mailpiece Types button to view all of the mailpiece types available for that
service type.

Select Your Service and Mailpiece Type

Selecting a Priority Mail Flat Rate® product or a Priority Mail Express Flat Rate® product
requires USPS® provided packaging.

If you plan to ship live animals, please go to your local Post Office™.

Service Type: which shipping method would you like for this mailpiece?

Priority Mail Express® = ‘

i. Select a Mailpiece Type from one of the options available based on your
previous selections (Note, the prices and scheduled delivery dates displayed are
calculated based on the Service Type selection, your Return Address, and
Recipient Address locations.

You're shipping with Commercial Pricing.
Enjoy your discounted rates.

Prices are based on shipping Priority Mail Express® from ZIP Gode™ 78255 to 69361
on Q7/17/2024.

Priority Mail Express® Drop-0Off Locations

Mailpiece Type Scheduled Delivery Price

(O Priority Mail Express® Flat Rate Envelope Jul 19, 2024 £26.35
12-172" w8172 2_Day Delivery Per Label

() Priority Mail Express® Legal Flat Rate Jul 19, 2024 $£26.65
Envelope : Par Label
15" 2 8-1/2 2-Day Delivery

() Priority Mail Express® Padded Flat Rate Jul 19, 2024 $£26.85
Envelope . Per Label
12-1/2" % B-1/2° 2-Day Delivery
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ii. If you would like to drop off your mailpiece at a nearby Post Office™, select the

Priority Mail Express® Drop-Off Locations hyperlink to see the near locations
available.

You're shipping with Commercial Pricing.
Enjoy your discounted rates.

Prices are based on shipping Priority Mail Express® from ZIP Code™ 78255 to 89381
on Q7/17/2024.

Priority Mail Express® Drop-0Off Locations

iii. View the available Priority Mail Express® Drop-off locations along with the
service commitment and drop-off times available for that location.

X
Priority Mail Express® Drop-Off Locations
POST_OFFICE Service Commitment
5837 DE ZAVALA RD SAN ANTONIO, TX 78249 2-Day Delivery By 5:00 PM
Drop-off By
5:00 PM

27



13) Enter Content Details (Optional)
The Content Details section is only required for mailpiece’s that require a Customs Form (such as
International or military based addresses).
a) Enter the item description.
b) Enter the Item weight (lbs.) - if not applicable, enter 0’
c) Enter the item weight (oz) - if not applicable, enter ‘0’
d) Enter the item value.
e) Enter the item quantity.
f) To add another item, select +Add Item.
g) Enter the mailpiece value (you can enter a value up to and including $5,000).

Step 3: Content Details

Thiz information is required for labels that reguire & customa form.

Item Details
If vou'd like to add items, uas the fislds below.

ltem #1 a
ftem Description (a) ftem ibs (b) pemez  (C)
b= oOF
therm Vs qrr
(d) 5

(e)

"

Mailpiece Details

nalipiscs Valus

5 |o (g)

Enter & vElS Up to and Including $6,000.00
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14) Select an Extra Service(s)

a) Ifyou are interested in adding an extra service to your mailpiece(s), select the checkbox
of the interested extra service (note, the extra services listed will vary depending on the

service and mailpiece type that was selected).

Step 4: Select Extra Services

Signeturs Sarvices (L)
Creets a raturm lsbal (1)

Lazel Daivery (1)

Hids Postage on Laosl ()

[0 o o ol

Faa Varlas

Changed upon usa

$1.25

Froa

b) If you would like to give the recipient the option to provide a USPS Electronic Signature

Online® to inform the Shipper that the mailpiece(s) have been received, select the
Signature Services checkbox and select a Signature Service by selecting the Select a

signature service dropdown (Note, the Signature Confirmation signature service will be

FREE for Priority Mail Express® mailpiece types).

Step 4: Select Extra Services

O s

Bl signeturs Ssrvices m Faa Vares
“Select type of signaturs servics
Select a signature service
Signaturs Confirmation™ $3.70
0 | adut Signeturs 21 or Cider Regquirsd $9.35
Aduit Signeturs Restrictsd Delivery 21 or Oldar $9.85
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i. Toview more information on the types of the signature services, select the

Signature Services Tooltip.

Step 4: Select Extra Services

|:| Signeture Sarvices Fae Varlas

ii. Once the tooltip is selected, a Signature Services Available Popup Modal will be

displayed.

Signature Services Available

For all signature sendices, you can request to have a Proof of Delivery letter e-mailed to yvou. The
Proof of Delivery letter includes the signature of the recipient and the recipient's name (first initial
and last name).

Signature Confirmation™

Provides added lavel of assurance by requiring the signature of any person at the recipient's
address. After delivery, vou'll be able to determine the date and time of delivery using USPS
Tracking®.

Signature Confirmation™ Restricted Delivery
Provides added level of assurance by requiring the signature of & specific addressee of their

authorized agent at the recipient’s address. After delivery, yvou'll be gble to determine the date and
time of delivery using USPS Tracking®

Adult Signature 21 or Older Required

Provides added level of assurance by requiring the signature of any person 21 years of age or older
at the recipient's address. After delivary, yvou'll be able to determine the date and time of dalivery
uging LUSPS Tracking®

Signature Waiver iz not available with this service and USPSE delivery parsonnel cannot leave &
mailpiece at an address without the signature of an adult 21 years of age or older (govermment-
iszued photo identification is requirad).

Adult Signature Restricted Delivery 21 or Older

Provides added level of assurance by requiring the signature of & specific addressee of their
authorized agent, who must be 21 years of age or older. After delivery, vou'll be able to
detarmine the date and time of delivery using USPSE Tracking

Signature Waiver is not available with this service and USPSE® delivery personnel cannct leave a
mailpiece at an address without the signature of an adult 21 years of age or older {government-
iszued photo identification is requirad).
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c) If you would like to create a return label for your package, select the Create a Return
Label checkbox and select a Return Service by selecting the Select a return service
dropdown.

Step 4: Select Extra Services

[ signeturs Services (7) Fee Verles

craats a raturn labsl (L) Charged upon uss

“ou will not be charged for this return |absl unisss it s used by the reclplent. You will bs notifisd of
It's uss Bnd 4 postage dus will show up In your Shipping Cart.

“Selact the service type for your return labal

Select a return service

Priorty kelkE Raturn

O

[0 H Prionty Mell Express® Rsturn

USP3 Ground Advantsge™ Return

i. To view 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.

Step 4: Select Extf Create a Return Label

This return labsl will be ganaratad

O signeturs Services ) with the Essociatsd outgoing Iebsi. Faa Verlas
You will not be charged for this
return label unless it is used by

Bl crests a rstum lsbs | the recipient. U Wil bs nothsd CnEnged Upon Uss

of s use and 8 postage dus wi

“ou will not be chargsd | Enow up Imyour Shioping Cat

It's use end a postage du The raturn address on the label will
& e SEms &5 e retum address
for the outgolng label.

J\planit. ouw will bs notifisd of

“Salact the sarvice typa Tr




d)

If you would like to add the USPS® Label Delivery service (where USPS® delivers

outbound and return labels to residential and business addresses for a fee charged per

label), select the Label Delivery checkbox.

Step 4: Select Extra Services

O signsturs ssrvicas () Fae Veries

I:I Craets & returm b= m Charged upon use

Labal Dalivary (L) $1.25

This label will b2 deliverad to your return address for this labeal:

Earth Actually
BT63 COMANCHE GAP

SAN ANTOMIC, TX 73255

Nate: if you have selected to craate a return label, vou will be charged for label
dalivery for both the outbound and return labels

[0 Higs Postags on Lazel () Frae

i. Toview more information on the Label Delivery service, select the Label
Delivery Tooltip.

ii. Once the tooltip is selected, a Label Delivery Popup Modal will be displayed.

Step 4: Select Extra Services

[ signeturs Sarvicas Label DB“U‘BF}I' Fas Verles

ViIth USP3S Lael Dellvary, we can Charged Upon Use
delhver autbound end return Ehals
o residential and business

|:| Creets a returm lebs

Laoal Dallvery @ zddrassss for 2 '8 chargsd par £428
abel.
Thiz label will ba If you heve selected to creete 8 = label:
raturm lakel, both the outbound and
Earth Actually et IgDels will be delivensd to the

rEtUm 30dress with & 182 per 1shal.
763 COMANCH)

SAN ANTOMID, Terozos
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e) If you would like to hide the postage on your label, select the Hide Postage on Label
service checkbox.

Step 4: Select Extra Services

|:| Signeture Sarvicss {D Faa Verles
O crests a return Isb= m Charged upon usse
[ vraosiceivery (T) $1.25

EHIU& Postags on Lazal ([)

i. Toview more information on the Hide Postage on Label service, select the Hide

Postage on Label Tooltip.
ii. Once the tooltip is selected, a Hide Postage on Label Popup Modal will be
displayed.

Step 4: Select Extra Services

[ signsturs sarvicas (L) Fee VErlss

[ crests a rsturn b= () Chargsed Upon use

Hide Postage on Label

O Lazel oavery (&) $1.25
This will hide the postage Smounts
B o= Postags on Labal@ displeyed on your Click-H-Ship Fras
aosls that you hevs sslsctad. You

can edjust defaut setings n

Prafersnces.
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15) 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

" | Estimated Delivery: Sep 07, 2024
Priority Mail Express® Flat $26.35
Rate Envelopa
%100 insurance included Frea
USPS Tracking®™ Free
Hide Postage on Labal Fres

16) Add Label to Cart or Save Label to Label Manager
a) Ifall the 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.
i. 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)
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17) Select to Ship to a USPS® Smart Locker (Optional)
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 adding the label to the cart, you will be notified if a
USPS® Smart Locker is available near the recipient’s address. If you would like to ship
your mailpiece to the USPS® Smart Locker, select Ship to Locker.

A USPS® Smart Locker is available near
the recipient's address.

The address yvou're sending to is close to a sscure,
self-service USPS® Smart Locker. For no extra
cost, you can ship your package to the USPS®
Smart Locker, where your recipient can pick it up.
You'll just need to provide their email addreas a0
we can email them their pickup code. =

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. If you would
like to ship your mailpiece to the USPS® Smart Locker, select Ship to Locker.

New Label Use Address Book ' Refresh Add All Complete to Cart >

This Label Manager table is sorted by date and time created. Each new label will appear at the top of the table.

O Ship Date  Recipient Service and Mailpi Mailpi Details Extra Services Total Price

p All Labels v
1 D 02/29/2024 Tamala Kent Priority Mail Express® Choose 10z Insurance — Priority Mail ~ $28.95
300 SUPERMAN ST Your Own Box Value: $100 Express
; . . . ) 5 Add to Cart v
CHARLOTTE, NC 28262-2550  Edit Service And Mailpiece + Add Mailpiece Edit Extra Services

Details

A USPS® Smart Locker is available near the recipient's address.

The address you're sending to is close to a secure, self-service USPS® Smart Locker. For no extra cost, you can ship your mailpiece to the USPS® Smart
Locker, where your recipient can pick it up. You'll just need to provide their email address so we can email them their pickup code.

Ship to locker
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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.

| Find Smart Locker |

Streat Address

300 SUPERMAN ST

“City “State “ZIP Code™

Charlotte

] [ NG - North Carolina V} I 28262 ]

Enter recipient email address for pickup notification.
“Recipient email (required)

“Radius

IXIE

e o

gyrom Dr

STEELBERRY
1.5 miles away

NORTHEAST ¥ Post Office™

1820 HARRIS HOUSTON RD
CHARLOTTE, NC 28262

C  Shopton Rd

LEBANON
- HEIGHTS
@
Opennow | Closes 11:59 PM v

4.0 miles away

o Ry

>

o

TWELVE
OAKS

Wt Harris ¥ Post Office™

3515 DAVID COX RD
CHARLOTTE, NC 28269

SOUTHBOURNE

Opennow | Closes11:59PM v

Find Smart Locker

Streat Address

’% %

Lavodiy

'y
we®
o

d

(@ WIS K

o

@

%
%
%3

YORKWOOD

o,
ooy,

o St

X

300 SUPERMAMN ST

*City ~State

“ZIP Code™

Charlotte MG - Morth Garolina

o

28262

“Radius

10 miles

. Select the Radius (10 mi — 100 mi) dropdown and then select Search.

“Son 4, %
Yo

sta >
C &
3 (7] hed o o
By K02 <*
a0t e &
% [ ~ ¥ i
o & T
e o &2
CHARLOT& S
GLENWOOD N =
&
S <5, &
R, o %, )
PINECREST 3 £ s
2
CLAYTON % ork -
PARK 4
Y
gy, de
o
o S
& 16 S
%, 5
fas] s, H
2 dom P i
& s,
% s £y 4
$ %, = "%
GREENBRIAR g g & %,
WooDs a 3 ide 4y S i
S S e 1 S
5
ELLIOT
ACRES
<
@l S
SPRINGFIELD ] e CURRITUCK A A o
PARK &
X = g
5 2 z
: Hory 3 3
;2 3
MONTCLAIRE 7 o 3
3 g 3
oMo & %
& A s 2
5 s §
BRANDON & &
COLONY 3
ACRES STARMOUNT 3
of
2
o0t Rd
& row©® HUNTINGTOWNE  BEVERLY
FARMS 00DS
WINDSONG o
TRAILS 2
HEBRON 2
RAMBLEWOOD OLOS h
GEORGETOWNE
&
"3
L KINGSWOOD
W z
SHARONBROOK i~ Quail Hollow
® $ Glab
o @ &
S Hony,
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ii. Enter the recipients email address so that they can receive a pickup
notification.

Enter recipient email address for pickup notification.

“Recipient email (requirad)

iii. Choose the USPS® Smart Locker of your choice from the options listed by
selecting Ship Here.

1.5 miles away

NORTHEAST P Post Office™

1820 HARRIS HOUSTON RD
CHARLOTTE, NC 28262

Open now | Closes 11:59 PM w

Ship here

4.0 miles away

Wt Harris . Paost Office™

3515 DAVID COX RD
CHARLOTTE, NC 28269

Open now | Closes 11:59 PM w
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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
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 labels manually
within our improved crestion
process.

vl

Create a Batch

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

Import Labels

Import multipls labels via & 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.

Click-N-Ship® oS can

Label Manager / Shipping History / AddressBook / USPSConnect® / DirectConnect / Preferences

All Labels (87) Batches (72)
New Label Use Address Book ' Refresh Add All Complete to Cart >
New Label

E e by date and time created. Each new label will appear at the top of the table.

§ New Batch nt Service and Mailpiece Mailpiece Details Extra Services Total Price All Labels v

Iﬁ File Upload Bayaloune Priority Mail® Flat Rate  Value: $100 Signature $12.20

lan Team LLC Envelope + Add Mailpiece  Confirmation™
E‘ Marketplace Import ERMAN ST Edit Service And Details Insurance
+rSELUFF, NE, 68361-5900 Mailpiece USPS Tracking i cat
- Electronic Edit Label

Hidden Postage
Edit Extra

Services

2) 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 you would like to utilize a one-time return address, select the Use a one-time return
address checkbox.

38



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) If you 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 retum addresses in Preferencaes.

(a) O wuss z ons-tims rsturn eddress E}

“Ealect your return addess:

Sender Test

(b) 800 N GLEBE RD -
ARLINGTON, VA_ 22203

Ehig from a different ZIP Code™

(c) 22703

Email
john.doeZgmail .com

Phone f SMS Text Message
(704) TBO-2387

D Sand me tracking notificetions

d) If the 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 Address
Book, enter the contact’s name in the Search your Address Book text field and
select the suggested contact.
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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.

New Return Address

*Sender Information

Pleasa provide first and last name andfor company.

(i)

Frst Mams M La=t Mama

Comparty

Fhone (optional) Email {cetional)

Sender Address

Please provide a valid address. Required fields are marked with an asterik (7).
“Ereat Addrass Apt/Suite

“City Stz “ZIP Codg™

AL - Alebama - ‘ | |

(iii—iv)

[0 saveto Address Book

[[] ==t s pereur Rstumn Address

40



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

Sender Details

ou can manage your retum addrassaes in Preferences.

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

“Eglect your return addess

Sender Test

200 N GLEBE RD -
ARLINGTON, VA, 22203

Ehip from a difierent ZIP' Code™

22203

Email
john.doeZgmail .com

Phone f SMS Text Message
(¥04) TBO-2387

[] s=nd me tracking notificetions
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(ii)

f) If the Send me tracking notifications checkbox was 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.

Tracking Notifications for Sender

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

ail Fhona

5'

john.dos@gmailcom ‘ (F04) TEO-2387

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

Ennail Text

All Bslow Updstes

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

D=livary Expectetion Updetes

oooooo o
oooooo o

Packegs In Transht Updatss

Privacy Act Statement (iii )

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
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 momn information regarding our privacy policies visit www.usps comyprivacypalicy
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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. If you would like to be redirected to your CNSv2 Address Book, select the
Manage Address Book hyperlink.

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

fields.

Step 1: Recipient Details

( a ) Search your Addnsss So0 {.—l

(i) |Manﬂ{:e Addross Book |

Pleaze provide first and last name and/or company

First Hama Ml Last hNama

JEng ‘ ‘ ‘ Cos ‘
Comparny
‘ gxEmole12E ‘

Recipient Address
Please provide a valid addrass. Required fialdes are marked with an astarizk (7)

“Addrass 1 Address 2

UHIT 8121 ‘ ‘

(b)

Address 3

Province Pogal Code™

g

APO ‘

Befzrarce Mumber / Mot fthis will prirt an tha labal)
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4) Enter the Reference Number (optional)

a) If you would 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).

Recipient Address
Plegze provide a valid address. Required fields are marked with an asterizk [7)

“Aizrass 1 Address 2

UNIT 5121 ‘ ‘

Addrass 3

g

Pravince Paostal Code™

APO |

Peferenca Mumkber / Motz {this will print on tha labed]

5) Save the Recipient Information to your Address Book (optional)
a) 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.

UsPs® Smart Lockers are available in salect locations! They |2t you ship to
people via self-zservice pickup at free, secure Smart Lockars in Post Oifica™
locations. You will have the option to ship eligible shipments to a USPS Smart
Locker at checkout. Leam more.

I [ seve to Address ook

D Send reciplant trecking notifications

D Hold for Plckup at Post Office™
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6) Select Recipient Status Notifications (optional)
Within Enhanced Click-N-Ship®, you have the capability to have the recipient receive shipment
status notifications via email, text, or both (note, international phone numbers are currently not
supported in the Enhanced Click-N-Ship® application and the recipient will receive a notification
from USPS® asking them if they would like to opt-in to tracking notifications).

a) If you would like the recipient to receive text or email notifications about the mailpiece,
select the Send recipient tracking notifications checkbox.

UsPS® Smart Lockers arz available in salect locations! They let you ship to
pecple via self-sorvice pickup at free, sacure Smart Lockers in Post Offica”™
ocations. You will have the option to ship eligible shipments to a USPS Smart
Locker at checkout. Leam more.

[ seve to Address Sook

I D Send reciplant trecking notificat C-"IE-I

D Hold for Plckup at Post Office”
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(ii)

b)

If the Send recipient tracking notifications checkbox was selected, a Tracking
Notifications for Recipient 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.

Tracking Notifications for Recipient

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

ail Phans

EI

Select which types of notifications you would like the usar to receiva?

Email Text

All Below Updetes

Expact Deivery Updates
Dy of Dellvary Updates
Packegs Desivery
Avsiebls for Plok Up

Delivery Expectetion Updetes

OoOooooaon
OoooOooogo A

Peckege In Transit Updatss

¥our information will be usad to respond to youwr mail recoveny service equast. Collection is authorized by 38 ULE.C. £01, £08, and
404. Providing tha information is volurtary, but if not provided, we may not process your request in tha mail recovery application
Wz do not discosz your information to thind parties without your consant, except to faciltate the tanzaction, to act on your bahalf

Privac y act Statement

or request, or as legally required. This includes the following mited cicumstances: to a congressional office on enforcemant
agancy in accanrdance with aw. (& to the sender or address of the mail-piscs in connection with tha resaktion of 2 daim. { toan
axpart consuitant for the purposs of determining the value of a lost or damagad item, or to determine otherwize tha validity of the
claim. For mome information regarding owr privacy policies visit www, usps comprivacypalicy
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7) Confirm Sender and Recipient Details

a) 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-service pickup at free, secure Smart Lockers in Post Offica”™
locations. “You will have the option to ship eligible shipments to a USPS Smart
Locker at checkout. Leam more.

[ seveto Address Book
Send reciplent trecking notifications

Emil Phans / 3MS Text Messags

John.dos@gmall.com (704) 780-2387

Edit Motification Settings

D Hold for Plckup at Post Office™
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8) Select Hazardous Material Type (If Applicable)

(a/b)

a) Select ‘Yes’ if your mailpiece contains any potential hazardous or dangerous material
such as batteries, perfume, paint, aerosols, and more
iv. Toview a detailed list of HAZMAT examples, select ‘View examples of mailable
and nonmailable hazardous materials’
b) Select ‘No” if your mailpiece does not contain any hazardous or dangerous materials.

Does this parcel contain anything potentially hazardous?

Potentially hazardous items may include batteries, perfume, paint, asroscls, and more.
View examples of mailable and nonmailable hazardous materials (HAZMAT).

Do Not Mail Mercury! Mercury is a hazardous, silver liquid metal. Mercury is inside many
older devices like thermometers, blood pressure cuifs, thermostats, and switches. Learn
Maore

*Are you shipping dangerous goods or hazardous materials? @

) Yes
) No

Notice: By clicking MO, you are confirming that your package does not contain any
Hazardous Materials or Dangerous Goods. Shipping improperly prepared, undeclared, or
prohibited HAZMAT can result in civil and criminal penalties under federal law.
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c) If YES was selected, a HAZMAT modal will be displayed.

v. Read through the list of Mailable and Nonmailable HAZMAT types, and select |

understand to proceed with selecting a category type.
vi. If you are not shipping a HAZMAT material and would like to go back to the
previous page, select Nevermind, | am not shipping HAZMAT.

HAZMAT

The following itemns are congsiderad hazardous materials (HAZMAT) or Dangearous Goods

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

Mailable HAZMAT Honmailable HAZMAT (Prohibited)
Asrosol sprays Alrbags

Satteriss non-sollenis) AMMmundticn

ory los Bulk shipmants of HAZMAT
Fiammanls iguwds Dynamits

Lighters (USPS authorization required)  Firsworks

Uithium Settariss Gasoline

Matches High Powsrsd Lithium Battsrss (L&, blkes, sisctric cars, scootsrs)
Hell Polish Remover *Mercury

Parfums Purs Acetons

Bropans

*Do Not Mail Mercuryl Mearcury is a hazardous, silver liguid metal. Mercury is inside many older
devicas like thermometars, blood pressure cuffs, thermostats, and switches. Learn Mors

Mote: This iz not an all inclusive list of mailable or prohibited items. Please refer to USPS
Publication 52 (Pub 52} for quantity, packaging, and labaling guidance for mailable tems andfor to
ansure your shipment is not prohibited in the mail.

Shipping improperly prepared, undeclared or prohibited HAZMAT can result in civil and
eriminal penalties under faderal law. The following tutoral will help vou learn how to sacuraly
package. label and ship HAZMAT for domestic destinations through USPSE. View tutorial at
W usps . com/hazmat

(i) (ii)

I understand Mewvermind, | am not shipping HAZMAT

49



d) Click on the dropdown button and selecting the HAZMAT category type from one of the
options listed.

Selact ~ Label Summary

Alr Eligible Etnancl (suthorized fregrencs end hand seniftizer shipmeants)
Toy Propslient:Satsty Fuss

Hezardous Materlsls Class 3 - Peckege (Hand sanitizer, nibbing slcohol, sthancl bass products, flammable iguids ste.)

Fedioactive Materlels {5.g., SMoks dstectors, minerels, gun sights, stc. - Special requinsments Peckeging Instructions TA requirsmeants)

AIr Eligibla Comosive Meterisls (osrtain chaaning or free/wssd kiling compounds, S1o.)

Saaled lead acid betteriss

Litrium Eettaries - Maw Individusl or SpErs Iithium battenss (marked UMS4SD or UNSDB0 oniy)

Litrium Egttaries - Used sisctronic devices contalning or peckaged with IIEhium batterles (mardngs required)

Litrium Eettaries - Mew sisctronic devices pecikagsd with Ithium batteries (marked UMZ4E1 or UN30ET)

Dry lce {Iimited to 5 Ibs. If shipped via Alr)

Lithium Batterias - Mew slactronic devices installed or packaged with Ithium batterss (no merking)

KMagnatized Metsrials

Safsty/strikes on box matches, book metches, mallabls fammabis soids only

Hydrogen peroadds (3 to 20% concsntration)

Organic Peroxides

Toweic matsrials [pestickdes, harbicidss, etc.)

Elologlcel Substencs, Catsgory B {l.s., Leb Test) marked UNSITE

Exrceptsd Quantity Provision (2.g.. small volumas of lammabis Iguids, comosive, toc or snvironmentslly Nezerdous matsnials - marking required)

Surfece Only Hazsrdous Materials (For tems that are not listed, but are restricted to surface oniy)

Alr Bligible IDEDDD Consumsr Commodity (Mon-lammabiks esrcsols, Flemmable combustible liquids, Toxic Substanca, Miscsllanslous hezandows MEtSrals) -
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9) Select the Shipping Date

a) Select the date you would like the mailpiece to ship (you may now select a date up to 7

days from today).

Step 2: Select Service and Mailpiece Type

Fill out the information below and select vour service and mailpisce type.

Shipping Date
Choose a date up to 7 days from today.
0E/04/2024 E
Saptamber 2024 =
pe
Su Mo Tu We Th Fr 5a
n 5 & T
g8 & 10 11
lailpiece Type
ite® product or a Priority Mail Exprass Flat Rate® product
&ging.
please go to your local Post Office” .
Cherar Ted

id you like for this mailpiece?

10) Select the Mailpiece and International Service Type (Option 1)
a) Select the USPS® Flat Rate Packaging Mailpiece Type.

Shipping Data
Choose a date up 1o 7 days from today.

DB/04/2024

i3

Choose Your Mailpiece Type

Q) usPsT® Fist Aste Packeging

() chooss your own box
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b) If you selected USPS® Flat Rate Packaging, click on the Select a Service dropdown and

select a Service Type.

Select Your Service and Mailpiece Type

Selecting & Priority Mail Flat Rate® product or a Priority Mail Exprass Flat Bate® product

requires usps® provided packaging.

If wou plan to ship live animals, pleaze go to your local Post Office™.

Szrvice Typa: which shipping mathod would you like: for this mailpiece?

Salect & Service

Priorty Kall Internstional®

Priority kel Express Intemstional®

-10 Day Daitvary | Starting from £38.53

3-5 Day Delivery | Starting from S53.07

c) Once the Service Type is selected, select View Mailpiece Types to proceed with seeing

all of the mailpiece type available for that specific service type and select a Mailpiece

Type.

View Mailpiece Types

Prices are based on shipping Priority Mail Express International® from ZIP Code™

T8255 to Japan on 09/05/2024.

Mailpiece Typa Scheduled Delivery Price

() Priority Mail Express International® Fiat Service standards 1o this £75.55
Rate Envelope location are not available at Par Laps
12102% x 812" this time.

() Priority Mail Express International® Legal Service standards 1o this £75.55
Flat Rate Envelope location are not available at Par Laps
16" % 9-1/2" this time.

() Priority Mail Express Internationsl® Padded  3ervice standards to this £75.55
Flat Rate Envelope location are not available at Par Laps

12-12" » 8-1,2°

this tima.
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11) Select the Mailpiece and International Service Type (Option 2)
a) Select the Choose Your Own Box Mailpiece Type.

Shipping Data
Choose a date up 1o 7 days from today.

DB/04/2024

i3

Choose Your Mailpiece Type

Q) usPsT® Fist Aste Packeging

| () chooss your own box |

b) If you selected Choose your own box, you will be required to enter further details about
the box.
i Enter the mailpiece weight and dimensions (if shipping a mailpiece greater
than 12” long)

“What is the weight of vour mailpieca?

0 [la} Q 0z

“What are the dimensions of vour mailpieca?

Legzth Wigth Haight

0 n o n o n

ii. If your mailpiece is not a standard rectangular box, select the This mailpiece
isn’t a standard, rectangular box checkbox and enter the Girth (if applicable).

Bl ™= melipiscs isn't & standard, rectenguiar box.

Gtk (T)

D In
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iii. If your mailpiece 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
mailpiece from the dropdown.

Dz any of the below characterstics apply to vour mailpieca? {'ﬂ

Maone ks

Glass contsiner with mors then 240z of liquid

[l a

rn

Rate® product

Iistal or piastic contemss with mors then 1 gellon of liquid
listal-oendsd percs

Ins=curaly wrsppsd

[ Can, Roll, or Tubs - |
Wiizodan or Metal box

Books or other printsd matsriel welghing maors than 26 pounds

Documents of personel cormassondance

Select an international Service Type by clicking on the dropdown button and selecting
from the options available.

Select Your Service and Mailpiece Type

Selecting a Pricnty Mail Flat Rata® product or a Priority Mail Express Flat Rata® product
requires usps® provided packaging.

If you plan to ship live animals, please go to your local Post Office”.

Sarvice Typa: which shipping method waowld you like for this mailpiece?

Saelact & Sarvice -

Priority Mell Intermationsi® 6-10 Day Dedvery | Starting from $30.53

Priority Kell Express Intemational®

First-Class Packags Internations| Ssrvice®

3-5 Day Detivery | Starting from $53.07

Varies by Destination [ Starting from §74.86
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d) Once the international Service Type is selected, select View Mailpiece Types to proceed

with seeing all of the mailpiece type available for that specific service type and select a
Mailpiece Type.

Select Your Service and Mailpiece Type

Selecting a Pﬁgﬁr; Mtail Flat Rate™ product or a Priority Mail Exprass Flat Rata® product
requires ISPS™ provided packaging.

If you plan to ship live animals, please go to your local Post Office”.

Sarvica Typa: which shipping method would you like for this mailpiece?

Priority Mail Express Internaticnal® - ‘

View Mailpiece Types

Prices are basad on shipping Priority Mail Express International® from ZIP Coda™
T8255 to Japan on 09/05/2024.

Mailpiece Type Scheduled Delivery Prica

b Priority Mail Express International® Flat Service standards 1o this £75.55
Rate Envelope location are not evailable at Per Lebs
12-12" x 812 this time.

(") Priority Mail Express Infernational® Legal  Service standards fo this £75.55
Flat Rate Envelope location are not evailable at Per Lebs
15 x B2 this time.

(") Priority Mail Express Infernational® Padded  Service standards fo this £75.55
Flat Rate Envelope location are not evailable at Per Lebs
12-12" x 812 this time.
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12) Enter Content Details
The Content Details section is only required for mailpiece’s that require a Customs Form (such as
International or military based addresses).
a) Enter the Mailpiece Value (you can enter a value up to and including $5,000).

Step 3: Content Details

This informaticn is required for labels that require a customs form.

Mailpiece Details

Mailzizza Valus

5 8000

Entar a valua up to and including §5,000.00

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

Step 4: Select Extra Services

@Mdmmal Insuranzs () Fas Verles
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b) If you would like to add additional insurance to your package, select the Additional
Insurance checkbox and select an additional insurance by selecting the Select additional
insurance dropdown.

Step 4: Select Extra Services

P.J:clnlc-"ual insurancs (1) Fes Varlss

Select additional insurance

Insurancs $177.88

i. Toview more information about additional insurance, select the Additional
Insurance Tooltip.

ii. Once the tooltip is selected, an Additional Insurance Popup Modal will be
displayed.

Step 4: Select Exty{ Additional Insurance

Tha sarvics typs you salscted only

B Aoditionsl |n5urance Covers part of e peckage or Fag Verles

maliplece valus.

Additicnal InsUrence can be
purchased to cover the belencea.

Select additional in5u1
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14) Select Non-Delivery Options
a) Select how the mailpiece should be overseen in the event that it cannot be delivered
(Return to Sender or Abandon).

Step 5: Non-Delivery Options

Specify how the mailpiece should be handled in the event that it cannot be delivered.

15) Enter International Mailpiece Information (Required)
International mailpiece’s require further mailpiece’s information. Fill out the required
information:

a) Select the Select a Content Type drop down under the contents section and select the
category that the describes your mailpiece.

Step 6: Mailpiece Information

Intermational mailpieces within certain categornas accepted by the Postal Service andior
delivery company must display an Intemal Transaction Mumber (ITN]}, an AES Dowritowr
Citation if unable to procure an ITM, or am AES Exemption.

“Contamts

Salact & contsnt typs w

Documents

Gifts

Kermchendiss

Returmad Goods
Commercial Sampla
Humenitarian Donatlon

DEngerous Goods (Sekect this option If you ars shipping Ithium batteries)

Oihesr
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b

) Enter the Mailpiece Description (optional)

c) Enter Additional Mailpiece Comments (optional)

(b)

(c)

d)

Step 6: Mailpiece Information

International mailpiecas within certain categonies accepted by the Postal Service andfor
delivery company must display an Intemal Transaction Mumber (ITM), an AES Downtown
Citation if unable to procure an ITH, or an AES Exemption.

“Contents

Salact & content type o

Demcrbe Your Maiksizcs

Agkditional Mailgisss Comenants ()

If your shipment required 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.

Bl Snigment requirss an Export Licsnss

Generate an Internal Transaction Mumker (ITH) or AES Downtown Citation from the LLS.
Cenzus Bureau or call 1-B00-549-0595

Generate AES/ITN >

BESMH (E)

(i)
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(e)

e) Enter a Sender’s Customer Reference Number (optional)

f) If you are a Commercial Sender, you can enter the License Number, Certificate Number,

and Invoice Number if desired.

Eander s Custom Refersnce Mumbar

Commercial Senders Only

Licensa Mumber m

Cartificate Number (T}

rvoice Mumbar m

16) Fill out the Custom Form (Required)

This customs form is used to declare the contents of your mailpiece’s in order to pass through
the corresponding Custom Agencies that control the flow of goods in and out of each country.

a) To begin filling out a customs form, select Add an Item.

Step 7: ltem Information for Customs

This form is used to declare the contents of your mailpiece in order to pass through the
corresponding Gustoms Agencies that control the flow of goods in and out of each
country. When shipping internationally, to a US temitory, or for military (APO/FPO)
shipments, a customs form is required.

Enter information for each item Max 30 items
Item # Description HS Tariff & Country of Origin =~ QTY  Value Weight
Olbs 0 ozs

There are no items with information. Use the button below to add items.

Add an Hem
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b) Once the Add an Item option is selected, an Enter Information for New Item popup
modal will be displayed where you will be asked if you have an HS Tariff Code for the
item or not.

Enter information for new item

Do you have an HS Tariff Code for this tem?

HS code is short for Harmonized Commodity Description and Coding System. It refars 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.

D ==
) Mo

c) If Yes is selected, you will be required to provide / select the following details:
i. Enter the item description.

Enter ltem Description

* kam Description




ii. Select a category that describes the item that is being shipped.

Select a category describing this item

Sglact a categary

Appllances, Parts & ACCSSEOMSs E

Catagory
Arts & Collectibles
Austomotive & Wehicles
Seauty & Hoslth
Eooks. kovies & Music

Clothing & Accessonss

iii. Select a sub-category that describes the item that is being shipped.

Salect a sub-catagary

Alr Compressors ke

Subcategory
Eethroom .-fx:-p ances

Clething Iron

Cofes Makers, Toasters & Cther Heat-gensrating Kitchen Appllances
Cutting Siades

Fans

Food Grindars

Hegeters, Radiators & Alr Conditioning Units

62



iv. Enter the HS Tariff Code of the item that is being shipped.

Plsasa enter HS tertff cods. It can

* M2 Tariff Coda
© bo 8-10 digits.

Q0o0.00.2:000

v. Enter the item quantity, value, and weight of the item that is being shipped.

Tell us more about this item

* Cuartity “lar Valus “Wight (lks) “Waight fzzs)

B |

The items in this mailpiece muest be equal or less than the total mailpiece weight

0 faii]

4] II:IE‘

Current Waight: Total Weight:
[0 ks 0 oz=] [6 b= O ozs]

vi. Select the Country of Origin for the item that is being shipped.

* Counttry of Orign. {T)

United Stetes of Americe

Afghanistan

Albanis
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vii. Once finished, select Continue to proceed to the next step.

* Counary of Origin (1)

United States of America hd

d) If No is selected, you will be required to provide / select the following details:
i. Enter the item description.

Enter ltem Description

* kam Description

i. Select a category that describes the item that is being shipped.

Select a category describing this item

Sxlect a categary

Appllances, Parts & ACCSssorias o

Category
Arts & Collectibles
Austomotive & Wehicles
Eeauty & Hoslth
Eooks, kovies & Music

Clothing & Accessonss
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ii. Select a sub-category that describes the item that is being shipped.

Sqlect a sub-catagary

Alr COMPressors

Subcatagory

Eethroom .-'-'\.'ZIF ancas

Clothing Iran

Cofles Makers, Toasters & Other Heat-gansrating kitchen Appllances
Cutting Siades

Fans

Food Grindars

Hegetars, Radiators & Alr Conditioning Units

iii. Select the Country of Origin for the item that is being shipped.

Al COMpIassors.

“Counsry of Origin G} UPC Coda
Jnited S1eles of Amsnca il
Eam Datals
kam Brand UFC Coda  Produst 1D
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iv. Enter the item quantity, value, and weight of the item that is being shipped.

Tell us more about this item

* Cuarsity “Ioem ialia “Weight las) AWiight foam)

B el

Langth fin) Width fir) Haight (i)

‘ n

The items in this mailpiece must be equal or lkess than the total mailpiece weight.

Current Weight: Total Weight:
[01b= 0 oz=] [6 b= 0 ozs]

4] b=

‘ n

v. Once finished, select Continue to proceed to the next step.

The items in this mailpiece must be equal or less than the total mailpiece waight.

Current Waight: Total Weight:
[0 ks 0 oz=] [6 bz O ozs]
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17) Review Calculated Landed Cost Estimate

The Calculated Landed Cost Estimate is a brief summary of 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 Summary.
b) To receive a copy of your Landed Cost via email, enter your email and click Submit.

Step 8: Calculated Landed Cost Estimate

Landed cost includes the sum of the calculation of duties, taxes, and other import fees.
These fees are paid by recipient upon arrival based on 1 item with a package value of $100
UsD.

Duties $31.91
Fees $0.55
Taxes $13.40
Total for Landed Cost $45.86

(a) View a breakdown of the duties, fees and taxes.

Optional: Email a copy of the Landed Cost

Enter Email

Submit

c) If View Summary was selected, review the Detailed Breakdown Summary of the duties,
fees, and taxes.
>
Item Breakdown of Calculated Landed Cost
Item Qaty Value Weight
Sheet Music 0 $100.00 0lbs, 1 0zs Duties: $31.91
HS Tariff # Taxes: $13.40
Origin: US

Estimated Fees: $0.55
Estimated Duties and Taxes: $45.31

Total: 545.86
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18) 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.

Label Summary

Priority Mail Exprass 57280
International® Flat Rate

Envelopa

Insurance 22015

19) Add Label to Cart or Save Label to Label Manager
a)lf all the 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.
i. 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)
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Domestic Label for 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?

Create a Single Label

Create individual labels manually
within our improved creation
process.

V'

Create a Batch

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

Import Labels

Import multiple labels via a File
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.

Click-N-Ship®

Label Manager / Shipping History / Address Book / USPSConnect® / DirectConnect / Preferences

2
\._.r Cart

Al Labels (57)

New Label Use Address Book

Batches (72)

C' Refresh Add All Complete to Cart >

New Label
ﬁ ewia by date and time created. Each new label will appear at the top of the table.
g New Batch nt Service and Mailpiece Mailpiece Details Exira Services Total Price All Labels v
[ Fie Upload gayaloune Priority Mail® Flat Rate  Value: $100 Signature $12.20
lan Team LLC Envelope + Add Mailpiece  Confirmation™
E-t Marketplace Import ERMAN ST Edit Service And Details Insurance
—oorrSBLUFE, NE, 69361-5900 Mailpiece USPS Tracking (& Added to cart

Electronic
Hidden Postage
Edit Extra
Services

Edit Label
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2) 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 you would 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) If you 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 retum addresses in Preferences.

(a) [ uss = ons-tims rsturn eddress {I}

“Ealect your return addess:

sender Test

(b) 800 N GLEBE RD ~
ARLINGTON, VA 22203

Ehip from a difierent ZIP Code™

(c) 22203

Email
john.doeSgmail .com

Phone £ SMS Text Message
(F04) TB0-2387

D Sand me tracking notificetions
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d) If the Use a one-time return address or Create a new Sender Address options were
selected, a New Return Address modal will be displayed.

New Return Address

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 (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.

(i)

*Sender Information

Please provide first and last name andfor company.

Firs2 Mama Ml La=t Mame
Compary
Phons (optional Email [opticnal)
Sender Address
Please provide a valid address. Required fields are marked with an asterik (7).
“Eireat &ddrass AptiEuibe

" | ‘ ‘ |
ity Stz “ZIP Code™
| | AL - Aistams v‘ | |

. [0 saveto Addrsss Book
(iii—iv)
Sat g5 Defeult Retum Addrass
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e) To optinto Sender Tracking Notifications, select the Send me tracking notifications
checkbox.

Sender Details

ou can manage your retum addrassaes in Preferences.

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

“Eglect your return addess

Sender Test

200 N GLEBE RD -
ARLINGTON, VA, 22203

Ehip from a difierent ZIP' Code™

22203

Email
john.doeZgmail .com

Phone f SMS Text Message
(¥04) TBO-2387

[] s=nd me tracking notificetions
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(ii)

f) If the Send me tracking notifications checkbox was 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.

Tracking Notifications for Sender

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

ail Fhona

5'

john.dos@gmailcom ‘ (F04) TEO-2387

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

Ennail Text

All Bslow Updstes

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

D=livary Expectetion Updetes

oooooo o
oooooo o

Packegs In Transht Updatss

Privacy Act Statement (iii )

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
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 momn information regarding our privacy policies visit www.usps comyprivacypalicy
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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. If you would like to be redirected to your CNSv2 Address Book, select the
Manage Address Book hyperlink.

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

fields.

Step 1: Recipient Details

(a) S8Erch your Adorsss So00k Q

(i) I Manage Address Book I

Plaaze provide first and last name and/or company

First Nama Ml Last hama

Company

Recipient Address

(b) Plessa provide a valid address. Required fialds are marked with an asterisk (7)
“Courtry
Unitsd Statss of Amsrice ~
“Etraat Address Apt'SutaOthar
i
“City “Emate “ZIP Code™
‘ AL - AEDEME e ‘ |
Fafaranca Mumbar / Mots fthis will print on tha labal]
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4) Enter the Reference Number (optional)

a) If you would 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).

Recipient Address
Please provide a valid address. Required fialde are marked with an astarizk (7)

“Courtry
Unit=d Stetes of Americe b
“Strest Address AptSuiteOthar
“City “Etate “ZIP Code™
‘ AL - Alsbama e ‘ ‘

Rafaranca Mumbar / Mot {this will print on tha labal)

5) Save the Recipient Information to your Address Book (optional)
a) 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.

UsPs® Smart Lockers arz available in salect locations! They let you ship 1o
people via self-sorvice pickup at free, secure Smart Lockars in Post Office”

locations. You will have the option to ship eligible shipments to a USPS Smart
Locker at checkout. Leam more.

I|:| Save 1o Address Soox

[] send reciplent tracking notfications

D Hold for Plcsup a1 Post Offlce™
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6) Select Recipient Status Notifications (optional)
Within Enhanced Click-N-Ship®, you have the capability to have the recipient receive shipment
status notifications via email, text, or both (note, international phone numbers are currently not
supported in the Enhanced Click-N-Ship® application and the recipient will receive a notification
from USPS® asking them if they would like to opt-in to tracking notifications).

a) If you would like the recipient to receive text or email notifications about the mailpiece,
select the Send recipient tracking notifications checkbox.

USPS® Smart Lockers arc available in 2alect locations! They let you ship to
pecple via self-sarvice pickup at free, secure Smart Lockers in Post Offica™
ocations. You will have the option to ship eligible shipments to a USPS Smart
Locker st checkout. Learn more.

[ saveto Addrsss Sook

ID Send reciplant trecking notifications

D Hold for Plckugp 8t Post Offce™
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(ii)

b)

If the Send recipient tracking notifications checkbox was selected, a Tracking
Notifications for Recipient 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.

Tracking Notifications for Recipient

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

ail Phans

EI

Select which types of notifications you would like the usar to receiva?

Email Text

All Below Updetes

Expact Deivery Updates
Dy of Dellvary Updates
Packegs Desivery
Avsiebls for Plok Up

Delivery Expectetion Updetes

OoOooooaon
OoooOooogo A

Peckege In Transit Updatss

¥our information will be usad to respond to youwr mail recoveny service equast. Collection is authorized by 38 ULE.C. £01, £08, and
404. Providing tha information is volurtary, but if not provided, we may not process your request in tha mail recovery application
Wz do not discosz your information to thind parties without your consant, except to faciltate the tanzaction, to act on your bahalf

Privac y act Statement

or request, or as legally required. This includes the following mited cicumstances: to a congressional office on enforcemant
agancy in accanrdance with aw. (& to the sender or address of the mail-piscs in connection with tha resaktion of 2 daim. { toan
axpart consuitant for the purposs of determining the value of a lost or damagad item, or to determine otherwize tha validity of the
claim. For mome information regarding owr privacy policies visit www, usps comprivacypalicy
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7) Select Hold For Pickup (optional)
a) If you would like to have your mailpiece held at a designated Post Office™ location for
pick-up, select the Hold for Pickup at Post Office™ checkbox.

UsSPS® Smart Lockers arz availsble in salect locations! They let you ship to
pecple via self-sarvice pickup at frea, sacure Smart Lockers in Post Office™
locations. You will have the option to ship eligible shipments to a USPS Smart
Locker st checkout. Learn more.

[ seve to Address Sook

ID Sand reciplant trecking notifications

D Hold for Plcxup at Post Office™

b) If the Hold for Pickup at Post Office™ checkbox was selected, a Hold for Pickup modal
will be displayed.
i. 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, you can select a Post Offica™ to hold the shipment until the recipient picks it up.

“Entara ZIP Coda™

Q

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

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

Zandar Emai Aacipizrn Email

John.dos@gmall.com ‘

Sendar Phone  EMSE Text Messags Aacipiar Phone / SME Text Massags

| (704) 7302367
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(i)

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

Hold for Pickup

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

28262 o]

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

0 NORTH TRYON Available Services:
8700 M TRYOM ST Priority Mail Express®
CHARLOTTE, MC, 28213-2708 Priarity MailE
USPS Ground Advantaga™
Post OfMics H
ost OMce Hours () Priarity Mail® Cubic
USPS Ground Advantage™
Cubic
() mEwELL Awvailable Services:
106 OLD COMCORD RD Priority Mail Express@
MEWELL, MC, 2E128-0997 Priority MailE
USPS Ground Advantage™
Post OfMics H
sstomes fous @ Priority Mail® Cubic
USPS Ground Advantage™
Cubic

iii. If you would like to receive text and / or email notifications to notify you or the
recipient that the mailpiece 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 amail and phone number for the sandar and recipiant to recaive notifications.

Sgndar Emai Ascipiart Email

‘ john.dos@gmall.com ‘

Sendar Phone / EME Tedt Meszags Aecipiant Phons / SME Taxt Massags

(704) TE0-23B7
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8) Confirm Sender and Recipient Details
a) 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 arz available in solact locations! They let you ship to
pecple via self-sanvice pickup at free, socune Smart Lockers in Post Offica™
locations. You will have the option to ship eligible shipments to a USPS Smart
Locker at checkout. Leam more.

[] seve to Addrass Sook
Sand reciplent trecking notifications
Emazil Phone / 3M3 Text Message
John.dos@gmall.com (FD4) 780-2367
Edit Motificetlon Settings
Hald for Plckup at Paost Offlca™
HORTH TRYON
8700 W TRYON 3T CHARLOTTE, WC 28213-875%5

Past Offlce™ Hours {D

Changs Locstion
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9) Select Hazardous Material Type (If Applicable)

(a/b)

a) Select ‘Yes’ if your mailpiece contains any potential hazardous or dangerous material
such as batteries, perfume, paint, aerosols, and more
i. Toview a detailed list of HAZMAT examples, select ‘View examples of mailable
and nonmailable hazardous materials’
b) Select ‘No” if your mailpiece does not contain any hazardous or dangerous materials.

Does this parcel contain anything potentially hazardous?

Potentially hazardous items may include batteries, perfume, paint, asroscls, and more.
View examples of mailable and nonmailable hazardous materials (HAZMAT).

Do Not Mail Mercury! Mercury is a hazardous, silver liquid metal. Mercury is inside many
older devices like thermometers, blood pressure cuifs, thermostats, and switches. Learn
Maore

*Are you shipping dangerous goods or hazardous materials? @

) Yes
) No

Notice: By clicking MO, you are confirming that your package does not contain any
Hazardous Materials or Dangerous Goods. Shipping improperly prepared, undeclared, or
prohibited HAZMAT can result in civil and criminal penalties under federal law.
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c) If YES was selected, a HAZMAT modal will be displayed.

i. Read through the list of Mailable and Nonmailable HAZMAT types, and select |

understand to proceed with selecting a category type.
ii. If you are not shipping a HAZMAT material and would like to go back to the
previous page, select Nevermind, | am not shipping HAZMAT.

HAZMAT

The following itemns are congsiderad hazardous materials (HAZMAT) or Dangearous Goods

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

Mailable HAZMAT Honmailable HAZMAT (Prohibited)
Asrosol sprays Alrbags

Satteriss non-sollenis) AMMmundticn

ory los Bulk shipmants of HAZMAT
Fiammanls iguwds Dynamits

Lighters (USPS authorization required)  Firsworks

Uithium Settariss Gasoline

Matches High Powsrsd Lithium Battsrss (L&, blkes, sisctric cars, scootsrs)
Hell Polish Remover *Mercury

Parfums Purs Acetons

Bropans

*Do Not Mail Mercuryl Mearcury is a hazardous, silver liguid metal. Mercury is inside many older
devicas like thermometars, blood pressure cuffs, thermostats, and switches. Learn Mors

Mote: This iz not an all inclusive list of mailable or prohibited items. Please refer to USPS
Publication 52 (Pub 52} for quantity, packaging, and labaling guidance for mailable tems andfor to
ansure your shipment is not prohibited in the mail.

Shipping improperly prepared, undeclared or prohibited HAZMAT can result in civil and
eriminal penalties under faderal law. The following tutoral will help vou learn how to sacuraly
package. label and ship HAZMAT for domestic destinations through USPSE. View tutorial at
W usps . com/hazmat

(i) (ii)

I understand Mewvermind, | am not shipping HAZMAT
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d) Click on the dropdown button and selecting the HAZMAT category type from one of the
options listed.

Selact ~ Label Summary

Alr Eligible Etnancl (suthorized fregrencs end hand seniftizer shipmeants)
Toy Propslient:Satsty Fuss

Hezardous Materlsls Class 3 - Peckege (Hand sanitizer, nibbing slcohol, sthancl bass products, flammable iguids ste.)

Fedioactive Materlels {5.g., SMoks dstectors, minerels, gun sights, stc. - Special requinsments Peckeging Instructions TA requirsmeants)

AIr Eligibla Comosive Meterisls (osrtain chaaning or free/wssd kiling compounds, S1o.)

Saaled lead acid betteriss

Litrium Eettaries - Maw Individusl or SpErs Iithium battenss (marked UMS4SD or UNSDB0 oniy)

Litrium Egttaries - Used sisctronic devices contalning or peckaged with IIEhium batterles (mardngs required)

Litrium Eettaries - Mew sisctronic devices pecikagsd with Ithium batteries (marked UMZ4E1 or UN30ET)

Dry lce {Iimited to 5 Ibs. If shipped via Alr)

Lithium Batterias - Mew slactronic devices installed or packaged with Ithium batterss (no merking)

KMagnatized Metsrials

Safsty/strikes on box matches, book metches, mallabls fammabis soids only

Hydrogen peroadds (3 to 20% concsntration)

Organic Peroxides

Toweic matsrials [pestickdes, harbicidss, etc.)

Elologlcel Substencs, Catsgory B {l.s., Leb Test) marked UNSITE

Exrceptsd Quantity Provision (2.g.. small volumas of lammabis Iguids, comosive, toc or snvironmentslly Nezerdous matsnials - marking required)

Surfece Only Hazsrdous Materials (For tems that are not listed, but are restricted to surface oniy)

Alr Bligible IDEDDD Consumsr Commodity (Mon-lammabiks esrcsols, Flemmable combustible liquids, Toxic Substanca, Miscsllanslous hezandows MEtSrals) -
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10) Select the Shipping Date
a) Select the date you would like the mailpiece to ship (you may now select a date up to 7
days from today).

Step 2: Select Service and Mailpiece Type

Fill out the information below and select your service and mailpiece type.

Shipping Date

Choose a date up to 7 days from today.

i3

0R04/2024

Zaptamber 2024 =
e
Su Mo Tue We Th Fr Sa

n § B 7
& & 10 1
lailpiece Type
e’ product or a Priority Mail Exprass Flat Rata® product
imging.

please go to your local Post Office™.

Chuar S e ymu liks for this ralpise

11) Select the Shipping Date and FMB Service Type
a) 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.
i. Note, refer to the following article for more information about the Free Matter
for the Blind (FMB) Program.

Step 2: Select Service and Mailpiece Type

Fill out the information below and select your service and mailpiece type.

Shipping Date

Choose s date up to 3 days from today.

07/17/2024 ]

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

For domestic packages, total waight may not excead 70lbs to be eligible for Free Mattar for the Blind shipping.
International shipping weight limits vary based on sarvice type. See more information in tool tip.
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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

b) Once the Free Matter for the Blind Checkbox is selected, you will be required to enter
the following package details:

i. Enter the package weight.

ii. Enter the package dimensions (if shipping a mailpiece greater than 12” long).

I am shipping as Free Matter for the Blind ()

For domestic packages, total weight may not exceed 70lbs to be eligible for Free Matter for the Blind shipping.
Internaticnal shipping weight limits vary based on service type. See more information in tool tip.

“Package Weight

‘CI Ib“ﬂ oz‘

“Package Dimensions

Length Width Height

0 in

iii. If your mailpiece 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
mailpiece from the dropdown.

Oz any of the below characterstics apply to vour mailpiece? {'ﬂ

[l a]

i

Maone

Glass comsner with mors then 240z of Iiguid

Listal or pigstic contenss with mors then 1 gellon of liquid
listal-oendsd DErcE

Ins=curaly wrsppsd

Can, Roll, or Tubs

Vzodan or Metal baox

Books or other printsd matsriel welghing mors than 26 pounds

Documents of personel cormassondance

e

Rane® product

]
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12) Select the FMB Mailpiece Type
a) Once all the mailpiece dimensions are entered, select the View Mailpiece Types button
to view the mailpiece types.
b) A Free Matter for the Blind Mailpiece Type will then be available based on your
previous selections. No further action is required here.

(a) View Mailpiece Types I

Wou selected that you are shipping Free Matter for the Blind. To change that selection, please uncheck
the Free Matter for the Blind checkbox under Ship Date.

Domestic Free Matter for the Blind (@) Service $0.00
{Choose your own box) standards to this Per Label
location are not
available at this
(b) time.

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 on what is considered Free Matter for the Blind or Handicapped.
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13) Enter Content Details (Optional)
The Content Details section is only required for mailpiece’s that require a Customs Form (such as
International or military based addresses).
a) Enter the item description.
b) Enter the Item weight (Ibs.) - if not applicable, enter ‘0’
c) Enter the item weight (oz) - if not applicable, enter 0’
d) Enter the item value.
e) Enter the quantity of the item.
f) Add another item.
g) Enter the mailpiece value.

Step 3: Content Details

Thiz information is required for labels that reguire & customa form.

Item Details
If vou'd like to add items, uas the fislds below.

ltem #1 a
ftem Description (a) ftem ibs (b) pemez  (C)
b= oOF
therm Vs qrr
(d) 5

(e)

"

Mailpiece Details

nalipiscs Valus

5 |o (g)

Enter & vElS Up to and Including $6,000.00
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14) Select Extra Services
a) If you are interested in adding extra services to your mailpiece(s), please select one of
the available Insurance, Signature Delivery, and Return services.
i. Note, any extra service selected will NOT be free and MUST be paid.

Step 4: Select Extra Services

O figneturs sarvices ) Faa Varles
[ fereets a rsturn 1sos ) Charged Upon use
O psoei oeivery () 3128
[ hio= Postags on Lazal ) Fras

15) 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

Domestic Free Matter for the Blind Free

16) Add Label to Cart or Save Label to Label Manager
a) If all the 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.

T -

(a) (b)
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Domestic and International Labels Using 3™ Party Authorization (Business)

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) On the 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

Click-N-Ship I T Gart
Shipping with account: 94883629 L

Label Manager / Shipping History / AddressBook / USPS Connect® / DirectConnect / Preferences

Sign Up for a Click-N-Ship® Business Rate Card and Save
Get Lower

Rates You will have access to non-published, discounted prices for your business shipping needs. Get discounted business

rate prices for Priority Mail® and USPS Ground Advantage™ postage purchases.

Hi, Greg! What's in your Label Manager?
Welcome to the new Click-M-Ship Enhanced Shipping experience! Here you can view your 0 5
account information, start your Click-N-Ship experience, access previous labels, create @ Incomplete Labels @ Complete Labeks
new labels, manage your address book, and more!
3 0
View Label Manager ] I Switch Payer Account ® Incomplete Batches ® Complete Batches
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(b)

b) Click on the 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) Once the Payer’s EPS account is selected, select Save Account to proceed with creating

label(s).

d) If you want to utilize your own personal EPS account to create and purchase label(s),

select Switch To My Account.

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

94883629 1000008901 -

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

Switch To My Account Cancel

(c) (d)
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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?

Create a Single Label

Create individusl lsbels manually
within our improved crestion
process.

V'

Create a Batch

Organize vour labels into a
batch and utilize ocur
streamlined multi-label creation

Import Labels

Import multiple labels via & File
UUpload and continue editing in
Label Manager.

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

Click-N-Ship® 2T can

Label Manager / Shipping History / Address Book / USPSConnect® / DirectConnect / Preferences

All Labels (67) Batches (72)
New Label Use Address Book C' Refresh Add All Complete to Cart >
New Label

ﬁ ewia by date and time created. Each new label will appear at the top of the table.

g New Batch nt Service and Mailpiece Mailpiece Details Extra Services Total Price All Labels v

BF File Upload Bayaloune Priority Mail® Flat Rate  Value: $100 Signature $12.20

lan Team LLC Envelope + Add Mailpiece  Confirmation™
E-t Marketplace Import ERMAN ST Edit Service And Details Insurance
SoorrSBLUFF, NE, 69361-5800 Mailpiece USPS Tracking Added to cart

Electronic Edit Label
Hidden Postage
Edit Extra
Services
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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 you would 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) If you 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 retum addresses in Preferences.

(a) [ uss = ons-tims rsturn eddress {I}

“Ealect your return addess:

sender Test

(b) 800 N GLEBE RD ~
ARLINGTON, VA 22203

Ehip from a difierent ZIP Code™

(c) 22203

Email
john.doeSgmail .com

Phone £ SMS Text Message
(F04) TB0-2387

D Sand me tracking notificetions
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d) If the Use a one-time return address or Create a new Sender Address options were
selected, a New Return Address modal will be displayed.

New Return Address

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 (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.

(i)

*Sender Information

Please provide first and last name andfor company.

Firs2 Mama Ml La=t Mame
Compary
Phons (optional Email [opticnal)
Sender Address
Please provide a valid address. Required fields are marked with an asterik (7).
“Eireat &ddrass AptiEuibe

" | ‘ ‘ |
ity Stz “ZIP Code™
| | AL - Aistams v‘ | |

. [0 saveto Addrsss Book
(iii—iv)
Sat g5 Defeult Retum Addrass
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e) To optinto Sender Tracking Notifications, select the Send me tracking notifications
checkbox.

Sender Details

ou can manage your retum addrassaes in Preferences.

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

“Eglect your return addess

Sender Test

200 N GLEBE RD -
ARLINGTON, VA, 22203

Ehip from a difierent ZIP' Code™

22203

Email
john.doeZgmail .com

Phone f SMS Text Message
(¥04) TBO-2387

[] s=nd me tracking notificetions
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(ii)

f) If the Send me tracking notifications checkbox was 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.

Tracking Notifications for Sender

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

ail Fhona

5'

john.dos@gmailcom ‘ (F04) TEO-2387

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

Ennail Text

All Bslow Updstes

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

D=livary Expectetion Updetes

oooooo o
oooooo o

Packegs In Transht Updatss

Privacy Act Statement (iii )

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
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 momn information regarding our privacy policies visit www.usps comyprivacypalicy
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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. If you would like to be redirected to your CNSv2 Address Book, select the
Manage Address Book hyperlink.

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

fields.

Step 1: Recipient Details

(a) S8Erch your Adorsss So00k Q

(i) I Manage Address Book I

Plaaze provide first and last name and/or company

First Nama Ml Last hama

Company

Recipient Address

(b) Plessa provide a valid address. Required fialds are marked with an asterisk (7)
“Courtry
Unitsd Statss of Amsrice ~
“Etraat Address Apt'SutaOthar
i
“City “Emate “ZIP Code™
‘ AL - AEDEME e ‘ |
Fafaranca Mumbar / Mots fthis will print on tha labal]
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5) Enter the Reference Number (optional)

a) If you would 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).

Recipient Address
Please provide a valid address. Required fialde are marked with an astarizk (7)

“Courtry
Unit=d Stetes of Americe b
“Strest Address AptSuiteOthar
“City “Etate “ZIP Code™
‘ AL - Alsbama e ‘ ‘

Rafaranca Mumbar / Mot {this will print on tha labal)

6) Save the Recipient Information to your Address Book (optional)
a) 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.

UsPs® Smart Lockers arz available in salect locations! They let you ship 1o
people via self-sorvice pickup at free, secure Smart Lockars in Post Office”

locations. You will have the option to ship eligible shipments to a USPS Smart
Locker at checkout. Leam more.

I|:| Save 1o Address Soox

[] send reciplent tracking notfications

D Hold for Plcsup a1 Post Offlce™
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7) Select Recipient Status Notifications (optional)
Within Enhanced Click-N-Ship®, you have the capability to have the recipient receive shipment
status notifications via email, text, or both (note, international phone numbers are currently not
supported in the Enhanced Click-N-Ship® application and the recipient will receive a notification
from USPS® asking them if they would like to opt-in to tracking notifications).

a) If you would like the recipient to receive text or email notifications about the mailpiece,
select the Send recipient tracking notifications checkbox.

USPS® Smart Lockers arc available in 2alect locations! They let you ship to
pecple via self-sarvice pickup at free, secure Smart Lockers in Post Offica™
ocations. You will have the option to ship eligible shipments to a USPS Smart
Locker st checkout. Learn more.

[ saveto Addrsss Sook

ID Send reciplant trecking notifications

D Hold for Plckugp 8t Post Offce™
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(ii)

b)

If the Send recipient tracking notifications checkbox was selected, a Tracking
Notifications for Recipient 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.

Tracking Notifications for Recipient

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

ail Phans

EI

Select which types of notifications you would like the usar to receiva?

Email Text

All Below Updetes

Expact Deivery Updates
Dy of Dellvary Updates
Packegs Desivery
Avsiebls for Plok Up

Delivery Expectetion Updetes

OoOooooaon
OoooOooogo A

Peckege In Transit Updatss

¥our information will be usad to respond to youwr mail recoveny service equast. Collection is authorized by 38 ULE.C. £01, £08, and
404. Providing tha information is volurtary, but if not provided, we may not process your request in tha mail recovery application
Wz do not discosz your information to thind parties without your consant, except to faciltate the tanzaction, to act on your bahalf

Privac y act Statement

or request, or as legally required. This includes the following mited cicumstances: to a congressional office on enforcemant
agancy in accanrdance with aw. (& to the sender or address of the mail-piscs in connection with tha resaktion of 2 daim. { toan
axpart consuitant for the purposs of determining the value of a lost or damagad item, or to determine otherwize tha validity of the
claim. For mome information regarding owr privacy policies visit www, usps comprivacypalicy
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8) Select Hold For Pickup (optional)
a) If you would like to have your mailpiece held at a designated Post Office™ location for
pick-up, select the Hold for Pickup at Post Office™ checkbox.

UsSPS® Smart Lockers arz availsble in salect locations! They let you ship to
pecple via self-sarvice pickup at frea, sacure Smart Lockers in Post Office™
locations. You will have the option to ship eligible shipments to a USPS Smart
Locker st checkout. Learn more.

[ seve to Address Sook

ID Sand reciplant trecking notifications

D Hold for Plcxup at Post Office™

b) If the Hold for Pickup at Post Office™ checkbox was selected, a Hold for Pickup modal
will be displayed.
i. 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, you can select a Post Offica™ to hold the shipment until the recipient picks it up.

“Entara ZIP Coda™

Q

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

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

Zandar Emai Aacipizrn Email

John.dos@gmall.com ‘

Sendar Phone  EMSE Text Messags Aacipiar Phone / SME Text Massags

| (704) 7302367
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(i)

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

Hold for Pickup

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

28262 o]

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

0 NORTH TRYON Available Services:
8700 M TRYOM ST Priority Mail Express®
CHARLOTTE, MC, 28213-2708 Priarity MailE
USPS Ground Advantaga™
Post OfMics H
ost OMce Hours () Priarity Mail® Cubic
USPS Ground Advantage™
Cubic
() mEwELL Awvailable Services:
106 OLD COMCORD RD Priority Mail Express@
MEWELL, MC, 2E128-0997 Priority MailE
USPS Ground Advantage™
Post OfMics H
sstomes fous @ Priority Mail® Cubic
USPS Ground Advantage™
Cubic

iii. If you would like to receive text and / or email notifications to notify you or the
recipient that the mailpiece 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 amail and phone number for the sandar and recipiant to recaive notifications.

Sgndar Emai Ascipiart Email

‘ john.dos@gmall.com ‘

Sendar Phone / EME Tedt Meszags Aecipiant Phons / SME Taxt Massags

(704) TE0-23B7
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9) Confirm Sender and Recipient Details
a) 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 arz available in solact locations! They let you ship to
pecple via self-sanvice pickup at free, socune Smart Lockers in Post Offica™
locations. You will have the option to ship eligible shipments to a USPS Smart
Locker at checkout. Leam more.

[] seve to Addrass Sook
Sand reciplent trecking notifications
Emazil Phone / 3M3 Text Message
John.dos@gmall.com (FD4) 780-2367
Edit Motificetlon Settings
Hald for Plckup at Paost Offlca™
HORTH TRYON
8700 W TRYON 3T CHARLOTTE, WC 28213-875%5

Past Offlce™ Hours {D

Changs Locstion
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10) Select Hazardous Material Type (If Applicable)

(a/b)

a) Select ‘Yes’ if your mailpiece contains any potential hazardous or dangerous material
such as batteries, perfume, paint, aerosols, and more
i. Toview a detailed list of HAZMAT examples, select ‘View examples of mailable
and nonmailable hazardous materials’
b) Select ‘No” if your mailpiece does not contain any hazardous or dangerous materials.

Does this parcel contain anything potentially hazardous?

Potentially hazardous items may include batteries, perfume, paint, asroscls, and more.
View examples of mailable and nonmailable hazardous materials (HAZMAT).

Do Not Mail Mercury! Mercury is a hazardous, silver liquid metal. Mercury is inside many
older devices like thermometers, blood pressure cuifs, thermostats, and switches. Learn
Maore

*Are you shipping dangerous goods or hazardous materials? @

) Yes
) No

Notice: By clicking MO, you are confirming that your package does not contain any
Hazardous Materials or Dangerous Goods. Shipping improperly prepared, undeclared, or
prohibited HAZMAT can result in civil and criminal penalties under federal law.
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c) If YES was selected, a HAZMAT modal will be displayed.
i. Read through the list of Mailable and Nonmailable HAZMAT types, and select |
understand to proceed with selecting a category type.
ii. If you are not shipping a HAZMAT material and would like to go back to the
previous page, select Nevermind, | am not shipping HAZMAT.

HAZMAT

The following itemns are congsiderad hazardous materials (HAZMAT) or Dangearous Goods

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

Mailable HAZMAT Honmailable HAZMAT (Prohibited)
Asrosol sprays Alrbags

Satteriss non-sollenis) AMMmundticn

ory los Bulk shipmants of HAZMAT
Fiammanls iguwds Dynamits

Lighters (USPS authorization required)  Firsworks

Uithium Settariss Gasoline

Matches High Powsrsd Lithium Battsrss (L&, blkes, sisctric cars, scootsrs)
Hell Polish Remover *Mercury

Parfums Purs Acetons

Bropans

*Do Not Mail Mercuryl Mearcury is a hazardous, silver liguid metal. Mercury is inside many older
devicas like thermometars, blood pressure cuffs, thermostats, and switches. Learn Mors

Mote: This iz not an all inclusive list of mailable or prohibited items. Please refer to USPS
Publication 52 (Pub 52} for quantity, packaging, and labaling guidance for mailable tems andfor to
ansure your shipment is not prohibited in the mail.

Shipping improperly prepared, undeclared or prohibited HAZMAT can result in civil and
eriminal penalties under faderal law. The following tutoral will help vou learn how to sacuraly
package. label and ship HAZMAT for domestic destinations through USPSE. View tutorial at
W usps . com/hazmat

(i) (ii)

I understand Mewvermind, | am not shipping HAZMAT
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d) Click on the dropdown button and selecting the HAZMAT category type from one of the
options listed.

Selact ~ Label Summary

Alr Eligible Etnancl (suthorized fregrencs end hand seniftizer shipmeants)
Toy Propslient:Satsty Fuss

Hezardous Materlsls Class 3 - Peckege (Hand sanitizer, nibbing slcohol, sthancl bass products, flammable iguids ste.)

Fedioactive Materlels {5.g., SMoks dstectors, minerels, gun sights, stc. - Special requinsments Peckeging Instructions TA requirsmeants)

AIr Eligibla Comosive Meterisls (osrtain chaaning or free/wssd kiling compounds, S1o.)

Saaled lead acid betteriss

Litrium Eettaries - Maw Individusl or SpErs Iithium battenss (marked UMS4SD or UNSDB0 oniy)

Litrium Egttaries - Used sisctronic devices contalning or peckaged with IIEhium batterles (mardngs required)

Litrium Eettaries - Mew sisctronic devices pecikagsd with Ithium batteries (marked UMZ4E1 or UN30ET)

Dry lce {Iimited to 5 Ibs. If shipped via Alr)

Lithium Batterias - Mew slactronic devices installed or packaged with Ithium batterss (no merking)

KMagnatized Metsrials

Safsty/strikes on box matches, book metches, mallabls fammabis soids only

Hydrogen peroadds (3 to 20% concsntration)

Organic Peroxides

Toweic matsrials [pestickdes, harbicidss, etc.)

Elologlcel Substencs, Catsgory B {l.s., Leb Test) marked UNSITE

Exrceptsd Quantity Provision (2.g.. small volumas of lammabis Iguids, comosive, toc or snvironmentslly Nezerdous matsnials - marking required)

Surfece Only Hazsrdous Materials (For tems that are not listed, but are restricted to surface oniy)

Alr Bligible IDEDDD Consumsr Commodity (Mon-lammabiks esrcsols, Flemmable combustible liquids, Toxic Substanca, Miscsllanslous hezandows MEtSrals) -
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11) Select the Shipping Date
a) Select the date you would like the mailpiece to ship (you may now select a date up to 7
days from today).

Step 2: Select Service and Mailpiece Type

Fill out the information below and select vour service and mailpisce type.

Shipping Date
Choose a date up to 7 days from today.
0E/04/2024 E
Saptamber 2024 =
pe
Su Mo Tu We Th Fr 5a
n 5 & T
g8 & 10 11
lailpiece Type
ite® product or a Priority Mail Exprass Flat Rate® product
&ging.
please go to your local Post Office” .
Cherar Ted

id you like for this mailpiece?

12) Select the Mailpiece and Service Type (Option 1)
a) Select the USPS® Flat Rate Packaging Mailpiece Type.

Shipping Data
Choose a date up 1o 7 days from today.

DB/04/2024

i3

Choose Your Mailpiece Type

Q) usPsT® Fist Aste Packeging

() chooss your own box
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b) If you selected USPS® Flat Rate Packaging, click on the Select a Service dropdown and
select a Service Type.

Select Your Service and Mailpiece Type

Selecting a Priorty Mail Flat Rate™ product or a Priority Mail Exprezs Flat Rata® product
requires LISPS® provided packaging.

If wou plan to ship live animals, pleass go to your local Post Office” .

Earvice Typa: which shipping method would you like for this mailpiece?

Selact a Sarvice -

Priority Meli® 1-3 Dy Deilvery | Starting from 57.60

Priority Mall Exprass® 1-2 Day Dativary | Starting from $26.35

2) Once the Service Type is selected, select View Mailpiece Types to proceed with seeing all of the
mailpiece type available for that specific service type and select a Mailpiece Type.

i. Note, if you selected Priority Mail Express® as your Service Type, you will be able
to view the drop-off locations available by selecting the hyperlink.

View Mailpiece Types

You're shipping with Commercial Pricing.
Enjoy vour discounted rates.

Prices are bazad on shipping Priority Mail Express® from ZIP Coda™ 78285 to 28262

on (97042024
Priority Mail ExpressFE Drop-Off Locations
Mailpiace Type Scheduled Delivery Price
© Priority Mail Express® Flat Rate Envelope Sap 05, 2024 £26.35
12-1/2" x 8-1/2 1-Day Delivery Par Lebs
(C) Priority Mail Express® Legsl Flat Rate Bap 05, 2024 £26.65
E_n-.'elcupe 1-Day Delivery Par Lebs
18" % 9-12"
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13) Select the Mailpiece and Service Type (Option 2)
a) Select the Choose Your Own Box Mailpiece Type.

Shipping Data
Choose a date up 1o 7 days from today.

DB/04/2024

i3

Choose Your Mailpiece Type

Q) usPsT® Fist Aste Packeging

| () chooss your own box |

b) If you selected Choose your own box, you will be required to enter further details about
the box.
i Enter the mailpiece weight and dimensions (if shipping a mailpiece greater
than 12” long)

“What is the weight of vour mailpieca?

0 [la} Q 0z

“What are the dimensions of vour mailpieca?

Legzth Wigth Haight

0 n o n o n

ii. If your mailpiece is not a standard rectangular box, select the This mailpiece
isn’t a standard, rectangular box checkbox and enter the Girth (if applicable).

Bl ™= melipiscs isn't & standard, rectenguiar box.

Gtk (T)

D In
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iii. If your mailpiece 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
mailpiece from the dropdown.

O any of the below charactenstics apply to vour mailpieca? {}:}

Mone e

Glass contaliner with mors then 240z of iquid

[l ]

i

Rare® product
listal or plastic conteinsr with mora then 1 gallon of liguid P

Listal-0endsd parcs
Ins=cursly wraopsd
[ Can, Roll, or Tubs .
Wisodan or Metsl box

Books or othsr printad matariel walghing mors than 26 pounds

Documents of parsonel comespondance
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(1)

c) Select a Service Type by clicking on the dropdown button and selecting from the options
available.
i.  Note: USPS Connect® Local Service Types will only be displayed for eligible
addresses. Eligibility is determined by the sender address entered in step 1.

Select Your Service and Mailpiece Type

Selecting a Pricrty Mail Flat Rate® product or a Priority Mail Exprass Flat Rata® product
requires usps® provided packaging.

If wou plan to ship live animals, please go to your local Post Office”.

Earvice Type: which shipping method would you like for this mailpiece?

Select a Service -
Priority MelkE 1-3 Day Delvery [ Stariing from 57.60
Priority L&l Express® 1-2 Day Delvary | Starting from $30.45
USPS Connect® Local 1-Z Day Delvery [ Starting from 53.85
USPS Connact® Local Mell 1-2 Day Delvery [ Starting from 52.65
USPS Ground Advantsge™ 2.5 Day Delvary | Starting from 55,709
USPS Ground Advantage™ Cublc 2.5 Day Delvery | Starting from 56.67
Priority MalKE Cubic 1-3 Day Delvery | Starting from S8.07
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d) If USPS Connect® Local / Mail Service Types was selected, click on the View Mailpiece
Types button to view all of the mailpiece types available for that service type.

Select Your Service and Mailpiece Type

Selecting a Priority Mail Flat Rate® product or a Priority Mail Express Flat Rate® product
requires USPS® provided packaging.

If vou plan to ship live animals, please go to your local Post Office™.

Service Type: which shipping methed would you like for this mailpiece?

USPS Connect® Local - ‘

[ View Mailpiece Types

i. Select a Mailpiece Type from one of the options available based on your
previous selections (Note, as the Shipper — you will not be able to see the Payer’s
rates and prices when creating label(s) for them).

Prices are based on shipping USPS Connect® Local from ZIP Coda™ 63103 to 63103

on (k3/29/2024.
Mailpiece Type Scheduled Delivery Price

l:l U3SP3 Connect® Locsal Flat Rate Box Same-Day or Hext-Day F—.—"
12° x 3-142" x 14-1/8° Delivery

{_) USPS Connect® Locsl Large Flat Rate Bag  Seme-Day or Next-Day F—.—"
14" %17 Delivery

(C) USP3 Connect® Local Small Flat Rate Bag  Seme-Day or Next-Day F—.—
o x 12 Delivery

Don't 5= your Mallplece Tyoe? Updets your Shipping Dats, Packagse Tyoe, and Ssnvics Typs to ses
other optlons.

111



(b)

(i)

e) After the Mailpiece Type is selected, select the Drop-off Location from the options
displayed:
i. Note: The same-day / next-day drop-off locations that are displayed are
determined by the sender address entered in step 1. To view the full list of
locations available, select Show More Locations.

Choose Your Drop-off Location

Please see the bottom of your label for the address of the postal facility where you must bring your
SCAN form and mailpieces to drop off for processing.

USPS Connect® Local - Destination Delivery Unit ("DDU")

(O DDU: NORTHEAST
1820 HARRIS HOUSTON RD CHARLOTTE, NC 28262
Total Distance: 1.5 Miles

For Same-day Delivery, you'll need to drop all your mailpieces off before 6 a.m. local time of your
selected ship date.
~ Mailpieces dropped off later may be delivered the next day.

Show More Locations

\ Rockwell

ae
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f) If you selected any of the other Service Types (Priority Mail®, Priority Mail Express®,
Priority Mail® Cubic, USPS Ground Advantage®, or USPS Ground Advantage® Cubic), click
on the View Mailpiece Types button to view all of the mailpiece types available for that
service type.

Select Your Service and Mailpiece Type

Selecting a Priority Mail Flat Rate® product or a Priority Mail Express Flat Rate® product
requires USPS® provided packaging.

If you plan to ship live animals, please go to your local Post Office™.

Service Type: which shipping method would you like for this mailpiece?

Priority Mail Express® = ‘

i. Select a Mailpiece Type from one of the options available based on your
previous selections (Note, as the Shipper — you will not be able to see the Payer’s
rates and prices when creating label(s) for them).

Prices are basad on shipping Pricrity Mail® from ZIP Coda™ 63103 to 28262

on 63/29/2024.
Mailpiece Type Scheduled Delivery Price
) Priority Mail® Flat Rate Envelope Apr 01, 2024 F—.—"
2-102% = 8-1/2° .
Tee 2-Day Delivery
) Priority Mail® Large Flat Rate Box Apr 01, 2024 F—.—"
2108w 12" x 8 .
1 T 2-Day Dalivery
() Priority Mail® Legal Fist Rate Envelope Apr 01, 2024 F—.—"
1EEE 2-Day Delivary
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8) Enter Content Details (Optional)
The Content Details section is only required for mailpiece’s that require a Customs Form (such as
International or military based addresses).
a) Enter the item description.
b) Enter the Item weight (lbs.) - if not applicable, enter 0’
c) Enter the item weight (oz) - if not applicable, enter ‘0’
d) Enter the item value.
e) Enter the item quantity.
f) To add another item, select +Add Item.
g) Enter the mailpiece value (you can enter a value up to and including $5,000).

Step 3: Content Details

Thiz information is required for labels that reguire & customa form.

Item Details
If vou'd like to add items, uas the fislds below.

ltem #1 a
ftem Description (a) ftem ibs (b) pemez  (C)
b= oOF
therm Vs qrr
(d) 5

(e)

"

Mailpiece Details

nalipiscs Valus

5 |o (g)

Enter & vElS Up to and Including $6,000.00
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9) Select Extra Services
a) Ifyou are interested in adding an extra service to your mailpiece(s), select the checkbox

of the interested extra service (note, the extra services listed will vary depending on the

service and mailpiece type that was selected).
i Note, as the Shipper — you will not be able to see the Payer’s rates and prices

when creating label(s) for them.

Step 4: Select Extra Services

=
0
0
[

Signature Sarvicas O
Crests & rsturn labst ()

Label Delivery ()

Higs Postegs on Lansl (1)

10) 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 or the bottom of the page.
i. Note, as the Shipper — you will not be able to see the Payer’s rates and prices

when creating label(s) for them.

Label Summary

JSPS Tracking Electronic

Insurance

Total Unavailable

"Prices detemminaed on paymant
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11) Add Label to Cart or Save Label to Label Manager
a) Ifall the 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.

BT [ -

(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 Single Label Create a Batch 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. orocess Label Manager. from your Address Book.

b) Option 2: Click New Batch from the Label Manager Page.

= = ® 2
Click-N-Ship = cart
Label Manager / Shipping History / AddressBeook / USPSConnect® / DirectConnect / Preferences

All Labels (67) Batches (72}

New Label Use Address Book C Refresh Add All Complete to Cart >

New Label
B Newla by date and time created. Each new label will appear at the top of the table.

§ New Batch ht Service and Mailpiece Mailpiece Details Extra Services Total Price All Labels A d

[T File Upload

Bayaloune Priority Mail® Flat Rate  Value: $100 Signature §12.20
E‘ Marketplace | pp poieamiit Team LLC E';‘_’els‘)pe_ A + Add Mailpiece ‘Conﬁrmatlon”‘
arketplace Impoi ERMAN ST |.t ‘ervlce n Details J;l;rsar_wrce N
—oorrsBLUFF, NE, 693615800 Mailpiece racking () Added to cart

Electronic Edit Label
Hidden Postage
Edit Extra
Services
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(a)

(b)

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.

Create your Batch

Fill out the information about the batch you would like to create.
Once 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

Batch Hams [optional)
¥ou cEn neme your Batch hare. If you don't names i1, a name will be generated bassd
on the date and tims of crestion (5.g. Betch 2024-01-30, 18:00)

Batch Motes [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) TR

AETENE L Sender Information Batch Notes
Select Services to see pricing () Clark Kent 1233

300 SUPERMAMN ST
Total $0.00 CHARLOTTE, NC 33333

Add Recipient I Add From File Upload Add All Complete to Cart >

This Label Manager table is sorted by date and time created. Each new iabel will appear at the top of the table.

[0  shipDate Recipi Service and Mailpi Mailpiece Details Extra Services Total Price All Labels -

118



i.  Once Add from File Upload is selected, you will be redirected to the Import a List of
Labels page (refer to page 128 for detailed next steps).

Uplzad Sie Assign iz 2 Bath Mag Calern Headers Impart Labals

Import a List of Labels
It's easy to import labels, up to 1000 at a time. Start by selecting a GSV file to upload. Download a Template and Instructions

‘What file would you like to upload? e e

Download C5V
© | have my own fila to upload (This includes the downloadable template provided) l oy l

Ternplats

(O I am uploading a file exportad from an online markatplace

Wiz hawe provided instructions to understand the requined
and necassary inputs for successfully uploading labels.

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 l y

Download l
automatically map.

Instructions

Fead our FAQs for morne information.

Select CSV File to Upload

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® Shipping History /  AcdressBook / USPSComnect [ Preferences  \o Cart

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 learn maore.

< Back to Batches

Batch: John Doe (1 Label) Edit ] [ © Refresh
Batch Summary Sender Information Batch Notes

Clark Kent
Total $14.75 300 SUPERMAN ST

CHARLOTTE, NC 33333

Add Recipient Add From File Upload Add All Complete to Cart >
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i.  Onceyou'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.

All Labels (693) Batches (13)
s =
1
Add to Cart
[0  shipDate Recipient Servico and Dotsils  Extra rice All Labets v
7/ Edin /' Edin 2 Edit 7/ Edn /7 £d{ AddtoBatoh I
) Duplicate -
( 1 ) 12/12/2023 Clark Kent Priority Mall Expreas® Choose 10z usPs ( i )
Pick up st Your Own Box Value: $100 Insurad  Flag as Priority
§ 300 SUPERMAN ST Edit Service And Mailpiece + Add Madlplece Edit B
. = —
Add to Cart N

Ship to: Detete
PO BOX LOCKER
Decatu, GA 30030-2053 Delete All Labels

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

X
Add to Batch (1 Label)

Would you like to add these labels to an existing batch or a8 new batch?

() Existing Batch

) Mew Batch

Mame this Batch

Batch Mema {pptional)

Batch Mamea

Batch Motes {pptional)

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°Nm>

Emtch Notas [optionsl)

Batch Motes ‘

Add to Batch

121



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.

¢ _Back to Batches

Batch: John Doe (1 Label) Eait ] [ C Refresh ]
Batch Summary Sender Information Batch Notes

Earth Actually 1233
ot SR 8763 COMANCHE GAP

SAN ANTONIO, TX, 78255

Add Recipient Add From File Upload Add All Complete to Cart >

This Label Manager table is sorfed by date and time created. Each new label will appear at the top of the table.

O Ship Date Recipient Service and Mailpiece Mailpiece Details Extra Services Total Price  All Labels -
|:| 09432024 Clark Kent Priority Mail Exprass® Flat Rate  + Add Mailpiece Insurance E27.60
Ervelope i i
300 SUPERMAN . . - Details USPS Tracking
CHARLOTTE, NG, Edit Service And Mailpiece Delivery - Add to Cart
282621234 Outbound
Edit Extra Services

4) Select Service and Mailpiece Details
There are multiple ways to select your Service and Mailpiece Types. Steps (a)-(c) each outline a
different method to select service and mailpiece 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 Mailpiece” button in the recipient’s
label row. A pop-up will appear where you can select the Service and Mailpiece type for
a single recipient.

This Label Manager table iz sorted by date and time created. Each new labe! will appear at the top of the table.

O Ship Date  Recipient Service and Mailpiece Mailpiece Details Extra Services Total Price  All Labels -
1 dd 0911/2024  Jane Doe USPS Ground Advantaga™ 80 oz Insurance £6.95
CBRG Group gl;lo;fs;‘gi}éllzl-lown Box Edit Mailpiece USPS Tracking®
Details ?
0B Edit Service And Mailpiece Hidden Postage Add to Cart v
MIDLOTHIAN, CA, +Add Extra
TB065-5652 Services
z O 09132024 Clark Kent Priority hail ExprassE Flat Rate + Add Mailpiece Insurarce £27.60

300 DESIRE ST Eg‘_" e's"pe_ R Details USPS Tracking®
CHARLOTTE, NC, it senvice lipiece Label Delivary - Add to Cart
28262-2550 Outbound

Edit Extra Services
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b) Bulk Action Method: If all recipients have the same Service and Mailpiece details, select
the checkbox on the top left corner and then select the “Edit” button located beneath
the “Service and Mailpiece” title. A pop-up will appear where you can select the Service
and Mailpiece type for all recipients.

This Label Manager table is sorted by date and time created. Each new label will appear at the rop of the table.

Ship Date Recipient Service and Mailpiece Mailpiece Details Extra Services Total Price  All Labels -
# Edit # Edit 2 Edit # Edit
1 3 0%11/2024  Jane Dog USPS Ground Advantage™! 80 oz Insurance 6.95
Choosa Your Crwn Box Edit Mailpiece USPS Tracking®
LBRG Group Hald for Pickup Details o

X . . Hold for Pickup
E)E'lqﬁl PLUM CREEK  Edit Service And Mailpiece Hiddan Postage Add to Cart
MIDLOTHIAN, CA, +Add Bxtra

TH065-5682 Services

2 H 09432024 Clark Kent Priority Mail Express® Flat Rate + Add Mailpiece Insurance 52760

Ervelope . 1

300 DESIRE ST X . e Details USRS Tracking™

CHARLOTTE, NC, Edit Service And Mailpiece | Dilivery - Add to Cart
25262-2550 Qutbound

Edit Extra Services

5) Edit Mailpiece Details
There are multiple ways to enter Mailpiece details for your labels. Steps (a)-(c) each outline a
different methods to select enter Mailpiece details for the recipients.

a) Individual Recipient Method: If you would like to input Mailpiece details specific to
each recipient you may click on the “Add Mailpiece Details” button in the recipient’s
label row. A pop-up will appear where you can enter the Mailpiece details for a single
recipient.

This Labal Manager table iz sorted by date and time created. Each new label will appear at the top of the table.

O Ship Date  Recipient Service and Mailpiece Mailpiece Details Extra Services Total Price  All Labels -
1 d 02/11/2024  Jane Doe USPS Ground Advantage™ B0 oz Insurance $6.95
CBRG Group ﬁglov;?c?r\lg?;:gm Box Edit Mailpiece USPS Tracking®
' A - Det Hold for Picku
100 PLUM CREEK P
om Edit Service And Mailpiece Hidden Postage Add to Cart
MIDLOTHIAN, CA, +Add Extra
T6065-5662 Services
2 097132024 Clark Kent Priority Mail Express® Flat Rate  + Add Mailpiece Insurarce 527.60
Ervelope ils \USPS Tracking®
300 DESIRE 5T X . L Details racking®
CHARLOTTE, N, Edit Service And Mailpisce abel Delivery - Add to Cart
28262-2550 Qutbound

Edit Extra Services
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b) Bulk Action: If all recipients have the same Mailpiece details, you may select the “Edit”
button located beneath the “Mailpiece Details” title. A pop-up will appear where you

can enter the Mailpiece details for all recipients.

This Label Manager table is sorted by date and time created. Each new labal will appear at the top of the tabia.

Ship Date  Recipient Service and Mailpiece Mailpiece Details Extra Services Total Price  All Labels -
2 Edit 2 Edit # Edit # Edit
1 3 021172024  Jane Doe USPS Ground Advantage™ B0 oz Insurance 5695
CBRG Group Choosa our Own Box Edit Mailpiece USPS Tracking®
I00PLUMCREEK  Eat Service And Maipiece D2 Hold for Pickp
R . Hidden Postage Add to Cart
MIDLOTHIAN, CA, + Add Extra
TE0E5-5682 Services
EN | 091532024 Clark Kent Priority Mail Express® Flat Rate + Add Mailpiece Insurance $27.60
Ervelopa ile i@
300 DESIRE ST ‘ . . Details USPS Tracking™
CHARLOTTE, NC, Edit Service And Mailpisce Label Delivery - Add to Cart
268262-2550 Cutbound

Edit Extra Services

6) Select Extra Services

If you are interested in adding extra services to your Mailpiece(s), please select one of the
available Insurance options and Signature Services options.

There are multiple ways to select your Extra Services for your Mailpiece’s. 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 for a single recipient.

This Label Managsr table is sorted by date and time craated. Each new label will appear at the top of the tabie.

O Ship Date  Recipient Service and Mailpiece Mailpiece Details Extra Services Total Price  All Labels -
1 dd 0911/2024  Jane Doe USPS Ground Advantaga™ 80 oz Insurance £6.95
CBRG Group gl;lo;fs;‘gi}éllzlgwn Box Edit Mailpiece USPS Tracking®
' A - Details Hold for Picku
100 PLUM CREEK P
o Edit Service And Mailpiece : Add to Cart
MIDLOTHIAN, CA, +Add Extra
TE065-5682 Services
z O 09132024 Clark Kent Priority hail ExprassE Flat Rate + Add Mailpiece Insurarce £27.60
Emvelope ils USPS Tracking®
300 DESIRE ST h . o Details racking®
CHARLOTTE, Ng, Dt Service And Mailpiece Label Delivery - Add to Cart
28262-2550 Qutbound

Edit Extra Services
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b) Bulk Action Method: If your batch of labels all have the same Service and Mailpiece
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.

Thiz Label Manager table is sortad by dare and time craated. Each new label will gppear at the top of the table.

E Ship Date  Recipient Sarvice and Mailpiece Mailpiece Details Extra Services Total Price  All Labels -
# Edit # Edit # Edit # Edit # Edit
1 d 0911/2024 Jane Dos USPS Ground Advantaga™ 800z Insurarce $6.95
CBRG Group Choosa Your Own Box. Edit Mailpiece USPS 'I'rackir'gg

Hold for Pickup

! R . Detailz Held for Pickup
100 PLUM CREEK
o Edit Service And Mailpiece Hiddan Postage Add to Cart
MIDLOTHIAN, CA, + Add Bxdra

TE0EE-BEE2 Services

2 0943/2024 Clark Kent Pricrity Mail Express® Flat Rate + Add Mailpiece Insurarce 527.60

300 DESIRE ST Ervelope . Details USRS Tracking®
CHARLOTTE, NG, Edit Servics And Mailpiece Label Delivery - Add to Cart
26262-2550 Outbound

Edit Extra 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.

Add Recipient [ Add From File Upload Add All Complete to Cart >
(b)

Thiz Label Manager table iz sorted by dare and time craated. Each new fabeal will appear at the rop of the table.

Ship Date  Reciplent Service and Mallpiece Mailpiece Details Extra Services Total Price  All Labels -
# Edit 2 Edit 2 Edit # Edit
1 0911/2024  Jans Dos USPS Ground Advantage™ 80 oz Insurancs 5695 ( a )
Choosa Your Own Box Edit Mailpiece USPS Tracking®
CBRG Group Hold for Pickup Detils o m:ﬁckﬁ
100 PLUM CREEK i i ilpi =
R Edit Service And Mailpiece Hidden Postage Add to Cart ‘ o
MIDLOTHIAN, CA, + Add Extra
TBOEE-BBEZ Services
2 089132024  Clark Kent Priority Mail Express® Flat Rate + Add Mailpiece Insurarce $27.60
Ervelope ils ing®
300 DESIRE ST : . . Details IUSPS Tracking™
CHARLOTTE g,  CoitService And Mailpiece Labal Delivery - Add to Cart
28262-2550 Qutbound

Edit Extra Services
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Import Labels

Import multiple labels via the File Upload method and continue editing in Label Manager.

C Please use this guide file and the steps below to understand the required
X fields and necessary inputs for Enhanced Click-N-Ship® file upload.
CNSv2JobAid_FileUpl
oad.xlsx Note, an updated Job Aid is currently under development which will be
included in this document once completed.

Download here

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?

i--l

(e

Create a Batch

Create a Single Label Import Labels Start From Address Book
Creste individual labels manualyy Organizs yaur Ialtl-els inte & 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 / USPSConnect® [/ DirectConnect /  Preferences
All Labels (1202) Batches (98)

New Label Use Address Book i Refrash Add All Complete to Cart >

E New Label by date and time created. Each new iabel will appear af the top of the tabia.
§ New Batch t Service and Mailpiece Mailpiece Details Extra Services Total Price All Labels -
[7f File Upload E USPS Ground Advantaga™ 80 oz Insurance $6.95
‘Choose Your Own Box Edit Mailpiece USPS Tracking®
E’ Marketplace Import Group Hold for Pickup Details Held for Pid(nfp
LUM CREEK DR Edit Service And Mailpiece - Add to Cart v
e THIAM, TX, Hidden Fostage
TE065-5682 + Add Extra
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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 upload your own personal file, select | have my own file to upload.
b) To select a file, click on Select CSV File to Upload.
i. Itis recommended 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 a time. Start by selecting a G5V fila to upload. Download a Template and Instructions

What file would you like to upload? A template CSV filz is available

Download G5V ( i )
I Template

e

( a ) I © | have my own file to upload (This includes the downloadable template provided)

(O Iam 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 field mapping accuracy. Download
However, you may upload your own version and manually map the fields that do not 1y " . ( 1 )
automatically map. nstructions

Read our FAQs for more information.

Select CEV File to Upload (b)

c) If your personal file uploads successfully, you will see a green Upload Successful message
box confirming that the upload was successful.
d) Select Next to proceed to the next steps.

File Selected: Johnny File Upload.cav

& Upload Successful

(c) The fila did upload successfully Next. map the figkds.
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3) Assign to 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

(1) Batch Mame {optional)

Egtch Motes

(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 clear the 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.

VI

Apply 8 Saved Mapping

I Salact

I 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 afield is 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 all information 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) If the 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) If you 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) If the 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 (1 Label)

Edit l l C' Refrash l
Batch Summary Sender Information Batch Notes
Earth Actually 1233
Total $21.60 8763 COMANCHE GAP

SAN ANTONIO, TX, 78255

Add Recipient Add From File Upload Add All Complete to Cart >

This Label Manager tabis iz sortad by date and time craated. Each new labal will appear at the top of the table.

O Ship Date Recipient Service and Mailpiece Mailpiece Details Extra Services Total Price  All Labels -
O 09/1372024  Clark Kent Priority Mail Express® Flat Rate  + Add Mailpiece Insurance S27.60
Ervelope . im
300 SUPERMAN . ) L Details USPS Tracking
CHABLOTTE, NC, Edit Service And Mailpiece Dalivery - Add to Cart
282621234 Outbound
Edit Extra Services

7) Select Service and Mailpiece Types
There are multiple ways to select your Service and Mailpiece Types for labels within your batch.

a) Individual Recipient Method: If you would like to add a service and mailpiece type
specific to each recipient, select Edit Service and Mailpiece located in the recipient’s
label row. A pop-up will appear where you can select the Service and Mailpiece type for
a single recipient.

This Labal Manager table iz sorted by date and time created. Each new label will appear at the top of the table.

O Ship Date  Recipient Service and Mailpiece Mailpiece Details Extra Services Total Price  All Labels -
14 0911/2024  Jane Doe USPS Ground Advantaga™ 80 oz Insurance $6.95
CBRG Group Choose Yqur Cwn Box Edit Mailpiece USPS Tracking®
Details i
100 PLUM CREEKI i i ilpi | Hold for Pickup
0B Edit Service And Mailpiece Hidden Postage Add to Cart v
MIDLOTHIAN, CA, +Add Extra
T6065-5662 Services
2 097132024 Clark Kent Priority Mail Express® Flat Rate  + Add Mailpiece Insurarce 527.60

300 DESIFE ST Eg:’e'S”p@_ A Mo Details USPS Tracking®
CHARLOTTE, NC, it semvice lipiece Label Delivary - Add to Cart
2B2E2-2550 Qutbound

Edit Extra Services
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b) Bulk Action Method: If all recipients have the same Service and Mailpiece details, select
the checkbox on the top left corner and then select Edit located beneath the Service
and Mailpiece section. A pop-up will appear where you can select the Service and
Mailpiece type for all recipients.

This Label Manager table is sorted by date and time created. Each new labal will appear at the top of the tabile.

Ship Date Recipient Service and Mailpiece Mailpiece Details Extra Services Total Price  All Labels -
# Edit # Edit 2 Edit # Edit

1 3 0911/2024  Jane Doe USPS Ground Advantage™ 80 oz Insurance 3695
CBRG Group Choosa Your Own Box Edit Mailpiece LISPS Tracking®
100 PLUM CREEK Eﬁ!";‘” EICklﬂd Mailpi Details Hold for Pickup
e it Service ilpiece Hidden Postage Add to Cart -
MIDLOTHIAN, CA, + Add Extra
TH065-5682 Services

2 H 09432024 Clark Kent Priority Mail Express® Flat Rate + Add Mailpiece Insurance 52760

Ervelope . 1

300 DESIRE ST X . e Details USRS Tracking™

CHARLOTTE, NC, Edit Service And Mailpiece | Dilivery - Add to Cart
25262-2550 Qutbound

Edit Extra Services

8) Edit Mailpiece Details
There are multiple ways to add Mailpiece details for labels within your batch.
a) Individual Recipient Method: If you would like to add Mailpiece details specific to each
recipient, select Add Mailpiece Details located in the recipient’s label row. A pop-up will
appear where you can enter the Mailpiece details for a single recipient.

This Labal Manager table iz sorted by date and time created. Each new label will appear at the top of the table.

O Ship Date  Recipient Service and Mailpiece Mailpiece Details Extra Services Total Price  All Labels -
1id 09/11/2024  Jane Doe USPS Ground Advantaga™ 80 oz Insurarce 36.95
CBRG Group ﬁglov;?c?r\lg?;:gm Box Edit Mailpiece USPS Tracking®
' B - Details Hold for Picku
100 PLUM CREEK P
om Edit Service And Mailpiece Hidden Postage Add to Cart
MIDLOTHIAN, CA, +Add Extra
T6065-5662 Services
2 09432024 Clark Kent Priority Mail Express® Flat Rate + Add Mailpiece Insurarcs $27.60
Ervelope ils \USPS Tracking®
300 DESIRE 5T X . L Details racking™
CHARLOTTE, N, Edit Service And Mailpisce abel Delivery - Add to Cart
28262-2550 Qutbound

Edit Extra Services
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b) Bulk Action: If all recipients have the same Mailpiece details, select the checkbox on the
top left corner and then select Edit located beneath the Mailpiece Details section. A
pop-up will appear where you can enter the Mailpiece details for all recipients.

This Label Manager table is sorted by date and time created. Each new labal will appear at the top of the tabia.

Ship Date  Recipient Service and Mailpiece Mailpiece Details Extra Services Total Price  All Labels -
2 Edit 2 Edit # Edit # Edit
1 3 021172024  Jane Doe USPS Ground Advantage™ B0 oz Insurance
CBRG Group ﬁh&ofse E?”l'; Cwin Box Edit Mailpiece USPS Tracking®
100 PLUM CREEK  Edit Service And Mailpiece Details Hold for Pickup
DR Hiddan Postage Add to Cart v
MIDLOTHIAN, CA, + Add Extra
TE0E5-5682 Services
EN | 091532024 Clark Kent Priority Mail Express® Flat Rate + Add Mailpiece Insurance
Ervelopa ile i@
300 DESIRE ST ‘ . . Details USPS Tracking™
CHARLOTTE, NC, Edit Service And Mailpisce Label Delivery - Add to Cart
268262-2550 Cutbound

Edit Extra Services

9) 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 Labal Manager table iz sorted by dare and time created. Each new fabel will appear at the top of the table.

O Ship Date  Recipient Service and Mailpiece Mailpiece Details Extra Services Total Price  All Labels -
1id 09/11/2024  Jane Doe USPS Ground Advantaga™ Bl oz Insurance
CBRG Group ﬁglov;?c?r\lg?;:gm Box Edit Mailpiece USPS Tracking®
' B - Details Hold for Picku
100 PLUM CREEK P
om Edit Service And Mailpiece Hid S Add to Cart

z [d 081372024

MIDLOTHIAN, CA,
TROB5-5AE2

Clark Kent

300 DESIRE 5T
GHARLOTTE, NC,
28262-2550

Priority Mail Express® Flat Rate
Ervelope
Edit Service And Mailpiece

+ Add Extra
Services

+ Add Mailpiece Insurarcs
Details USPS Tracking®

Label Delivery -
Qutbound

Edit Extra Services

Add to Cart
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b) Bulk Action Method: If your batch of labels all have the same Service and Mailpiece
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.

Thiz Label Manager table is sortad by dare and time craated. Each new label will gppear at the top of the table.

E Ship Date  Recipient Sarvice and Mailpiece Mailpiece Details Extra Services Total Price  All Labels -
# Edit # Edit # Edit # Edit # Edit
1 d 0911/2024 Jane Dos USPS Ground Advantaga™ 800z Insurarce $6.95
CBRG Group Choosa Your Own Box. Edit Mailpiece USPS 'I'rackir'gg

Hold for Pickup

! R . Detailz Held for Pickup
100 PLUM CREEK
o Edit Service And Mailpiece Hiddan Postage Add to Cart
MIDLOTHIAN, CA, + Add Bxdra

TE0EE-BEE2 Services

2 0943/2024 Clark Kent Pricrity Mail Express® Flat Rate + Add Mailpiece Insurarce 527.60

300 DESIRE ST Ervelope . Details USRS Tracking®
CHARLOTTE, NG, Edit Servics And Mailpiece Label Delivery - Add to Cart
26262-2550 Outbound

Edit Extra 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.

Add Recipient [ Add From File Upload Add All Complete to Cart >
(b)

Thiz Label Manager table iz sorted by dare and time craated. Each new fabeal will appear at the rop of the table.

Ship Date  Reciplent Service and Mallpiece Mailpiece Details Extra Services Total Price  All Labels -
# Edit 2 Edit 2 Edit # Edit
1 0911/2024  Jans Dos USPS Ground Advantage™ 80 oz Insurancs 5695 ( a )
Choosa Your Own Box Edit Mailpiece USPS Tracking®
CBRG Group Hold for Pickup Detils o m:ﬁckﬁ
100 PLUM CREEK i i ilpi =
R Edit Service And Mailpiece Hidden Postage Add to Cart ‘ o
MIDLOTHIAN, CA, + Add Extra
TBOEE-BBEZ Services
2 089132024  Clark Kent Priority Mail Express® Flat Rate + Add Mailpiece Insurarce $27.60
Ervelope ils ing®
300 DESIRE ST : . . Details IUSPS Tracking™
CHARLOTTE g,  CoitService And Mailpiece Labal Delivery - Add to Cart
28262-2550 Qutbound

Edit Extra Services
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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?

i--l

(e

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.

Label Manager / Shipping History /  Address Book [ USPS Connect® /  DirectConnect Preferences
All Labels (1202) Batchas (98)

Mew Label Use Address Book ( Refresh Add All Complete to Cart >

8 New Label by diate and time craarad, Each new labal will appaar at the top of the table.

£ NewBatch Service and Mailpiece Mailpiece Details  Extra Services  Total Price Al Labels v

[ File Upload E USPS Ground Advantaga™ 80 oz Insurance $6.95

- Group ﬁgﬁjofsgr;?;rm%m Box Edit Mailpiece USPS Tracking®
Marketplace Import Details i

E ol " LUM CREEKDR  Edit Service And Mailpiece ! Fioid for Pickup AddtoCart | v
rereed THIAN, TX, Hidden Postage
76065-5662 +Add Extra
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2) Select File Type and Upload CSV File
a) To upload a file from an Online Marketplace, select | am uploading a file exported from an

Online Marketplace.
b) Click on the Select a Marketplace File dropdown and select a marketplace type.

Import a List of Labels

It's easy to import labols, up to 1000 at a time. Start by selecting a CSV file to upload.
What file would you like to upload?

) | have my own file to upload (This includes the downloadabla template provided)

I © | am uploading a file exported from an anline marketplace I

Salect a Markatplace File d (b)

Select a Marketplace File
his
Etzy

Shopify

BigCommerca

Rithurn

c) Once the marketplace is selected, click on the Select CSV File button to select your file.

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
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d) If your online 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 fil teat.cav

(+J Upload Successful
The file did upload successfully. Mext, map the fiskds.

3) Assign to 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) | Q Add 1o an Existing Batch |

() Create & Mew Batch

Add Labels to an Existing Batch

( ! ) Search for an Existing Batch Q
17065EE347 -
Back
1706644542

A7077727E0

Batch 2024-04-01 16:23

Batch 2024-04-01 16:28

Batch 2024-04-01 16:32

Batch 2024-04-01 16:35
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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 Mew Batch

Add Labels to an Existing Batch

‘ Clark Kar]

Mext: Import Labels

b) To add the labels to a new batch, select Create a New Batch

(b)

(i)

(iii )

If you want to name your new batch of labels, enter it in the Batch Name (optional) text
field.

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 mew 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 Name {optional)

Batch Motes

Add note for yvourself (optional)

Mext: Import Labels
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4) Review Import Label Results

a) If the 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) If you 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) If the 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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5) 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 (1 Label)

Edit l l C' Refrash l
Batch Summary Sender Information Batch Notes
Earth Actually 1233
Total $21.60 8763 COMANCHE GAP

SAN ANTONIO, TX, 78255

Add Recipient Add From File Upload Add All Complete to Cart >

This Label Manager tabis iz sortad by date and time craated. Each new labal will appear at the top of the table.

O Ship Date Recipient Service and Mailpiece Mailpiece Details Extra Services Total Price  All Labels -
O 09/1372024  Clark Kent Priority Mail Express® Flat Rate  + Add Mailpiece Insurance S27.60
Ervelope . im
300 SUPERMAN . ) L Details USPS Tracking
CHABLOTTE, NC, Edit Service And Mailpiece Dalivery - Add to Cart
282621234 Outbound
Edit Extra Services

6) Select Service and Mailpiece Types
There are multiple ways to select your Service and Mailpiece Types for labels within your batch.

a) Individual Recipient Method: If you would like to add a service and mailpiece type
specific to each recipient, select Edit Service and Mailpiece located in the recipient’s
label row. A pop-up will appear where you can select the Service and Mailpiece type for
a single recipient.

This Labal Manager table iz sorted by date and time created. Each new label will appear at the top of the table.

O Ship Date  Recipient Service and Mailpiece Mailpiece Details Extra Services Total Price  All Labels -
14 0911/2024  Jane Doe USPS Ground Advantaga™ 80 oz Insurance $6.95
CBRG Group Choose Yqur Cwn Box Edit Mailpiece USPS Tracking®
Details i
100 PLUM CREEKI i i ilpi | Hold for Pickup
0B Edit Service And Mailpiece Hidden Postage Add to Cart v
MIDLOTHIAN, CA, +Add Extra
T6065-5662 Services
2 097132024 Clark Kent Priority Mail Express® Flat Rate  + Add Mailpiece Insurarce 527.60

300 DESIFE ST Eg:’e'S”p@_ A Mo Details USPS Tracking®
CHARLOTTE, NC, it semvice lipiece Label Delivary - Add to Cart
2B2E2-2550 Qutbound

Edit Extra Services
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b) Bulk Action Method: If all recipients have the same Service and Mailpiece details, select
the checkbox on the top left corner and then select Edit located beneath the Service
and Mailpiece section. A pop-up will appear where you can select the Service and
Mailpiece type for all recipients.

This Label Manager table is sorted by date and time created. Each new labal will appear at the top of the tabile.

Ship Date Recipient Service and Mailpiece Mailpiece Details Extra Services Total Price  All Labels -
# Edit # Edit 2 Edit # Edit

1 3 0911/2024  Jane Doe USPS Ground Advantage™ 80 oz Insurance 3695
CBRG Group Choosa Your Own Box Edit Mailpiece LISPS Tracking®
100 PLUM CREEK Eﬁ!";‘” EICklﬂd Mailpi Details Hold for Pickup
e it Service ilpiece Hidden Postage Add to Cart -
MIDLOTHIAN, CA, + Add Extra
TH065-5682 Services

2 H 09432024 Clark Kent Priority Mail Express® Flat Rate + Add Mailpiece Insurance 52760

Ervelope . 1

300 DESIRE ST X . e Details USRS Tracking™

CHARLOTTE, NC, Edit Service And Mailpiece | Dilivery - Add to Cart
25262-2550 Qutbound

Edit Extra Services

7) Edit Mailpiece Details
There are multiple ways to add Mailpiece details for labels within your batch.
a) Individual Recipient Method: If you would like to add Mailpiece details specific to each
recipient, select Add Mailpiece Details located in the recipient’s label row. A pop-up will
appear where you can enter the Mailpiece details for a single recipient.

This Labal Manager table iz sorted by date and time created. Each new label will appear at the top of the table.

O Ship Date  Recipient Service and Mailpiece Mailpiece Details Extra Services Total Price  All Labels -
1id 09/11/2024  Jane Doe USPS Ground Advantaga™ 80 oz Insurarce 36.95
CBRG Group ﬁglov;?c?r\lg?;:gm Box Edit Mailpiece USPS Tracking®
' B - Details Hold for Picku
100 PLUM CREEK P
om Edit Service And Mailpiece Hidden Postage Add to Cart
MIDLOTHIAN, CA, +Add Extra
T6065-5662 Services
2 09432024 Clark Kent Priority Mail Express® Flat Rate + Add Mailpiece Insurarcs $27.60
Ervelope ils \USPS Tracking®
300 DESIRE 5T X . L Details racking™
CHARLOTTE, N, Edit Service And Mailpisce abel Delivery - Add to Cart
28262-2550 Qutbound

Edit Extra Services

145



b) Bulk Action: If all recipients have the same Mailpiece details, select the checkbox on the
top left corner and then select Edit located beneath the Mailpiece Details section. A
pop-up will appear where you can enter the Mailpiece details for all recipients.

This Label Manager table is sorted by date and time created. Each new labal will appear at the top of the tabia.

Ship Date  Recipient Service and Mailpiece Mailpiece Details Extra Services Total Price  All Labels -
2 Edit 2 Edit # Edit # Edit
1 3 021172024  Jane Doe USPS Ground Advantage™ B0 oz Insurance
CBRG Group ﬁh&ofse E?”l'; Cwin Box Edit Mailpiece USPS Tracking®
100 PLUM CREEK  Edit Service And Mailpiece Details Hold for Pickup
DR Hiddan Postage Add to Cart v
MIDLOTHIAN, CA, + Add Extra
TE0E5-5682 Services
EN | 091532024 Clark Kent Priority Mail Express® Flat Rate + Add Mailpiece Insurance
Ervelopa ile i@
300 DESIRE ST ‘ . . Details USPS Tracking™
CHARLOTTE, NC, Edit Service And Mailpisce Label Delivery - Add to Cart
268262-2550 Cutbound

Edit Extra Services

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 Labal Manager table iz sorted by dare and time created. Each new fabel will appear at the top of the table.

O Ship Date  Recipient Service and Mailpiece Mailpiece Details Extra Services Total Price  All Labels -
1id 09/11/2024  Jane Doe USPS Ground Advantaga™ Bl oz Insurance
CBRG Group ﬁglov;?c?r\lg?;:gm Box Edit Mailpiece USPS Tracking®
' B - Details Hold for Picku
100 PLUM CREEK P
om Edit Service And Mailpiece Hid S Add to Cart

z [d 081372024

MIDLOTHIAN, CA,
TROB5-5AE2

Clark Kent

300 DESIRE 5T
GHARLOTTE, NC,
28262-2550

Priority Mail Express® Flat Rate
Ervelope
Edit Service And Mailpiece

+ Add Extra
Services

+ Add Mailpiece Insurarcs
Details USPS Tracking®

Label Delivery -
Qutbound

Edit Extra Services

Add to Cart
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b) Bulk Action Method: If your batch of labels all have the same Service and Mailpiece
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.

Thiz Label Manager table is sortad by dare and time craated. Each new label will gppear at the top of the table.

E Ship Date  Recipient Sarvice and Mailpiece Mailpiece Details Extra Services Total Price  All Labels -
# Edit # Edit # Edit # Edit # Edit
1 d 0911/2024 Jane Dos USPS Ground Advantaga™ 800z Insurarce $6.95
CBRG Group Choosa Your Own Box. Edit Mailpiece USPS 'I'rackir'gg

Hold for Pickup

! R . Detailz Held for Pickup
100 PLUM CREEK
o Edit Service And Mailpiece Hiddan Postage Add to Cart
MIDLOTHIAN, CA, + Add Bxdra

TE0EE-BEE2 Services

2 0943/2024 Clark Kent Pricrity Mail Express® Flat Rate + Add Mailpiece Insurarce 527.60

300 DESIRE ST Ervelope . Details USRS Tracking®
CHARLOTTE, NG, Edit Servics And Mailpiece Label Delivery - Add to Cart
26262-2550 Outbound

Edit 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.

Add Recipient [ Add From File Upload Add All Complete to Cart >
(b)

Thiz Label Manager table iz sorted by dare and time craated. Each new fabeal will appear at the rop of the table.

Ship Date  Reciplent Service and Mallpiece Mailpiece Details Extra Services Total Price  All Labels -
# Edit 2 Edit 2 Edit # Edit
1 0911/2024  Jans Dos USPS Ground Advantage™ 80 oz Insurancs 5695 ( a )
Choosa Your Own Box Edit Mailpiece USPS Tracking®
CBRG Group Hold for Pickup Detils o m:ﬁckﬁ
100 PLUM CREEK i i ilpi =
R Edit Service And Mailpiece Hidden Postage Add to Cart ‘ o
MIDLOTHIAN, CA, + Add Extra
TBOEE-BBEZ Services
2 089132024  Clark Kent Priority Mail Express® Flat Rate + Add Mailpiece Insurarce $27.60
Ervelope ils ing®
300 DESIRE ST : . . Details IUSPS Tracking™
CHARLOTTE g,  CoitService And Mailpiece Labal Delivery - Add to Cart
28262-2550 Qutbound

Edit 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 Batch

Create a Single Label Import Labels Start From Address Book
Organize your labels into &
Creste individual labels manually d ’ 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® /  DirectConnect /  Preferences
Al Lahals (1202) Batches (38)

MNew Label Use Address Book  Refresh Add All Complete to Cart >

= New Label by dare and time created. Each new label will appear ar the top of the table.

§ Mew Batch Service and Mailpiece Mailpiece Details Extra Sarvices Total Price All Labels -

[Ff File Upload oe USPS Ground Advantage™ 80 oz Insurance $6.95

_— I Group ﬁg&ofssr;?;zu%\m Box Edit Mailpiece USPS Tracking®
arketplace Import Details i

E ol P LUM CREEK DR Edit Service And Mailpiece ! Hoid for Pickup AddtoCart | v
e THIAN, TX, Fiddan Postags
T6065-5662 + Add Extra
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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.

[ Search Address Book Q l [ Select Labels and Choose Action = l

Sort ey [ setectan Viewing 1-7 of 7 contacts
[ Last Name A-Z v ’
CLARK KENT
O  sosueerunrsr Egt  Delete
My Groups CHARLOTTE. HC, 333330000
No groups CLARK KENT
a 210 SUPERMANT ST Edit Delete

CHARLOTTE, NC, 33333-0000

Create New Group CLARK KENT
O  sosueermantst Egit Deiete
CHARLOTTE, NC, 33333-0000
Missing contacts from your existing USPS Address Book? CLARK KENT
Sync All Contacts (] 210 SUPERMANT ST Edit Dalete

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.

Address Book

Manage my Address Book » Search results 1-6of 5 Results per page

Search Contacts

|ﬂABCDEFGHIJKLMNODOHSTUV

w X ¥ 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 SKEIDSREINA 18

ULSTEINVIK, NO
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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 Label Manager table is sorted by date and time created. Each new labe! will appear at the top of the table.

O Ship Date  Reciplent Service and Mallpiece Mailpiece Details Extra Services Total Price  All Labels -
1 0 0911/2024  Jane Doe USPS Ground Advantage™ Bl oz Insurarce 36.95
congaup  Chopeslos O eox EdtMalpece  UsPS Tracking®
' A - Details Hold for Pickup
E)DRC' FLUMCREEK  Edit Service And Mailpiece Hiddan Postaga Add to Cart
MIDLOTHIAN, A, +Add Extra
TB065-5682 Services
2 |:| 09132024 Clark Kent Priority hail Exprass® Flat Rate + Add Mailpiece Insurance $27.60
Ervelope ils USPS Tracking®
300 DESIRE ST h - . Details racking®
CHARLOTTE, NC, Edit Service And Mailpiece | Delivery - Add to Cart
28262-2550 Cutbound
Edit Extra Services

4) Select / Edit Service and Mailpiece Details
Refer to page 19 of the Enhanced Click-N-Ship® User Guide to follow the steps required to select
your Service and Mailpiece details.

5) Select / Edit Extra Services

Refer to page 29 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?

(e

i__l

Import Labels

Create a Batch Start From Address Book

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

Create a Single Label

Creste individual labels manualy
within our improved creation
process.

Organize your labels into &
batch and utilize our
streamlined multi-lsbel creation
process.

Impaort multiple labels via a File
Upload and continue editing in
Label Manager.

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

Label Manager Shipping History Address Book USPS Connect® Direct Connect Preferences
Al Labals (1202) Batches (98)
MNew Label v Use Address Book  Refresh Add All Complete to Cart >
& New Label . )
by date and time created. Each new label will appear af the top of the table.
§ New Batch lent Service and Mailpiece Mailpiece Details Extra Services Total Price All Labels -
[ File Upload Doe USPS Ground Advantage™ 80 oz Insurance 6,95
) Group ﬁg&ofs;;c?;rm%m Box Edit Mailpiece USPS Tracking®
Markestplace Import Details i
E el " LUM CREEK DR Edit Service And Mailpiecs ! Fioid for Pickup AddtoCart | v
rreEd THIAM, TX, Hiddan Postage
T6065-5682 + Add Extra

2) Follow Single Label Flow Creation Process

a) Refer to page 4 of the Enhanced Click-N-Ship® User Guide to follow the steps required
to create your labels via the Single-Label Flow.
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3) Select Return Label Extra Service
a) Once on the Step 4: Select Extra Services section, select the Create a Return Label
checkbox and select a Return Service by selecting the Select a return service dropdown.
i. Note: All return 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.

Step 4: Select Extra Services

[ signsturs Ssrvicss (1) Fse Varlss

Creata a rsturn iabsi (Z) Chargad Upon Use

“ou will not be chergsd for this return lebsl unisss it Is used by the reciplsnt. Youw will bs notifisd of
It's uss and a postage dus will sShaw up In your Shipging Cert.

“Salect the sarvice typs for your return |2bsl

Select a refurn service

Prionty MElKE Rsturn

Prionty Kell Express® Raturn

USRS Ground Advantage™ Return

i. To view 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.

Step 4: Select Ext Create a Return Label

Thils return |absl will be ganareted

[0 signeturs Services (D with the sssociated outgoing labsl. Faa Verlas
You will not be charged for this
return label unless it is used by

B crests s return lsbs the recipient. ou wil b= notfiad Charged upon Usa

of [ts use and 8 postege dus w

o Wil iot be charged 1o S0 UR IMyour Shippng Ca

It's use and & postage dud  The return sddress on the label will
o8 the sEme &5 the retum address
for the ouigoing laosl.

fpiant. You will be notifsd of

~Select the sarvice typa 1o
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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.

- N ® o
Click-N-Ship \f can
Label Manager / Shipping History / Address Book [ USPS Connect® [ DirectGonnect [ 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
access previous labels, create new labels, manage your address book, and ® Incomplete Labels & Complate | abels
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 Label Manager table is sorted by date and time created. Each new labe! will appear at the top of the table.

O Ship Date  Recipient Service and Mailpiece Mailpiece Details Extra Services Total Price  All Labels -
1 0 0911/2024  Jane Doe USPS Ground Advantage™ Bl oz Insurarce 36.95
CBRG Group Choosa Your Own Box Edit Mailpiece LISPS Tracking®

_—— Hold for Pickup Details 3
100 PLUMCREEK  Edit Service And Mailpiece : Fold for Pickup Add to Cart
DR - —

MIDLOTHIAN, CA,

TB0EE-5682
2 |:| 09132024 Clark Kent Priority hail Exprass® Flat Rate + Add Mailpiece Insurance $27.60
Envelope P USPS Tracking®
300 DESIRE ST h . . Details racl
CHARLOTTE, NC, Edit Service And Mailpiece Label Delivary - Add to Cart
28262-2550 Cutbound

Edit Extra Services
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b) Bulk Action Method: If your batch of labels all have the same Service and Mailpiece
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 Label Manager table i5 sorfed by dare and time created. Each new label will gopear at the top of the table.

E Ship Date  Recipient Service and Mailpiece Mailpiece Details Extra Services Total Price  All Labels -
# Edit 2 Edit 2 Edit # Edit # Edit
1 |:| 09/11/2024  Jane Doe USPS Ground Advantage™' B8loz Insurance $6.95
CBRG Groug Choose Y(_)ur Own Box Edit Mailpiece LISPS Tracking®
Hold for Pickup Details Hold for Pickup
100 PLUMCREEK  Edit Service And Mailpiece .
oR P Hidden Postage Add to Cart
MIDLOTHIAN, CA, + Add Extra
TH0E5-5682 Services
3~ | 0913/2024 Clark Kent Priority hail ExprassiE Flat Rate + Add Mailpiece Insurance £27.60
Ervelope ile ina®
300 DESIFE ST ! ) L Details LISPS Tracking®
CHARLOTTE, NG, Edit Service And Mailpiece Labe! Delivary - Add to Cart
28262-2550 Qutbound

Edit Extra Services

c) Once either option is selected, the Select Extra Services popup modal will appear. Select

Create a return label checkbox.

Select Extra Services

[ signature Services ()

II:l Create a retumn label @I

O Label Delivery @)

[ Hide Postage on Label ()

Fee Vanes

Charged upon use

3126

Fras
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d) Select a return service type from the Select a return service dropdown.

Select Extra Services

O signature Sarvices (@) Fee Vares

B Create a retum label @) Charged upon use

“ou will not be chargad for this retum [abal unless it is usad by the recipient. You will be notified of it's use
and a postage dues will show up in your Shipping Cart.

“Select the =anvice type for your retum label

Select a return service

Priority Maik® Return
Oy

[] / Priority Mail Express® Reatum

USPS Ground Advantage™ Return

e) Once the Return Service type is selected, you will see the estimated amount charged for
the Return Label if it is used.

Select Extra Services

O signature Services @) Fee Varies

B Create aretum label @) Charged upon use

“fou will not be charged for this return label unless it is usad by the recipient. You will be notified of it's uss
and a postage due will show up in your Shipping Cart.

“Select the senvice type for your retum label

Priority Mail®® Return

Estimated amount charged upon use: $6.64
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f) To proceed, select Save.

Select Extra Services

[ signature Seniices @ Fae Varies
B Crestearetum label @) 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.

“Select the senvice type for your retwmn label

Priority Mail® Return

Estimated amount charged upon use: $6.64

[ Label Delivery @

$125
[ 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® \of 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 vour Click-N-Ship experience, 698 516
sccess previous labsls, create new labels, manages vour address book, and ® Incomplate Labals ® Compilate |abals
mare!

86 15

@ Incomplete Batches @ Complete Batches

View Label Manager

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.

All Labels (34) Batches (1)

New Label Use Address Book C Refresh Add All Complete to Cart >

This Label Manager table is sorted by date and time created. Each new label will appear at the top of the table.

D Ship Date Recipient Service and Mailpiece Mailpiece Details Extra Services Total Price All Labels v
% [l 03/22/2024 Ryan Doe Priority Mail® Fiat Rate Envelope Value: $100 Insurance $8.50
1000 COMMERCE ST Edit Service And Mailpiece + Add Mailpiece Details USPS Tracking Electronic
DALLAS, TX 75202-3716 Hidden Postage (& Added to cart
Edit Extra Services
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2) View Return Labels via the Label Cart
a) Select Label Cart located on the landing page.

Click-N-Ship® \Z can

Label Manager Shipping History / AddressBook [ USPS Connect  /  Preferences

Sign Up for a Click-N-Ship® Business Rate Card and Save

You will have access to non-published, discounted prices for your business shipping needs. Gst

discounted business rate prices for Priority Mail® and USPS Ground Advantage™ postage purchases.

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 only be charged If this return label is used.

Remove

D Ship Date Reciplent Service and Mailplece Mailpiece Detalls Mallpiece Services Price

1ef2 [ o3/22/2024  Brittany: Priority Mail® Flat Rate Envelope Value: $100 Flat Rate Envelope $8.50

A Edt 12911 ASBURY DR Hidden Postage Free
Priority Mail® Retun Free ||

Total Label Cost $8.50

2of2 [0 osrz2r2024 Ryan Doe Priority Mail® Flat Rate Envelope Value: $100 Flat Rate Envelope $8.50

#Edt 1000 GOMMERGE ST USPS Tracking Electronic Free

Edi DALLAS, TX 75202-3716

Insurance Free
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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.

Payment Confirmation

Order Mumber
CEG10COE-2F2B-48F5-9CE9-F13FT1690BAF

Crdier Total
828.65 (1 labels)

Charged to
MASTERCARD-D440

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 number in(2)
the payment confirmation Label Table beneath its associated Outbound Label.

Label actions: Select lsbels and print. save to PDF or creste a digital ed campsign to appear in recipient’s Informed Delivery.

Print Labels Save as PDF

O shipDste  Recipient

Create Digital Banner

Mailpiece and Package Package Detalls  Digital Banner  Label Mumber

tot1 [0 od4margozd  Clark Kent
300 SUPERMAN 5T

CHARLOTTE, MC 28282-2222

Priority Mail Express® Lepal Fiat Rate Envelope walus: $100 Create B4712301023560000728565

2-TiEy Callvary

I’rinriry Mail® Feturn Service B401930109355000019882 I

(a)

(i)

c) To print your 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 campaign to eppear in recipient's Informed Delivery.

Print Labels Save as PDF

[0 shipDste  Recipient

Create Digital Banner

Mailpiece and Package Package Details  Digital Banner  Label Number

1071 D Damarznzd Clark Kent
300 SURERMAN 5T

CHARLOTTE, MC 23282-2222
Refurn Labe!

Priority Mail Express® Legal Flat Rate Envelope Valus: $100

2-Day Dslvery

Cragte B4T12301 0235600007 2556

B401 9301 0235500001 9532

Priority Mail® Return Sarvice
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4) Viewing Return Labels via the Shipping History
a) Select Shipping History located on the landing page.

- - 2
Click-N-Ship® v can
Label Manager [ / Address Book [/ USPS Connect [ Preferences

Sign Up for a Click-N-Ship® Business Rate Card and Save

You will have access to non-published, discounted prices for your business shipping needs. Get

discounted business rate prices for Pricrity Mail® and USPS Ground Advantage™ postage purchases.

b) Within the Shipping History, your purchased Return Labels will be listed as their
own line items.
c) To distinguish 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 correaponding checkbox for actions to sppear. Then choose an action.

Date 5  Order Shipping Address  Service Type {5 Label { Shipped  Label Delivery ' Payment J Status J Cost { 2 User &
1 [ oamezozs 23004048- Glark Kent PM-RTN 9405830102355107 Mo M/A EPS-8901 Fending  $0.00 "charged upon use
00871-4283- SAINT LOUIS, MO Use =
ar6a- B3103 Qutgoing Label Ending: 2570

3980768108t From ZIP: NG 28262
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(b)

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!

What's in your Label Manager?

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!

® Incomplete Labels

0

View Label Manager I [ Switch Payer Account

@ Incomplete Batches

3

® Complete Labels

0

® Complete 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 duas must be paid during your next transaction. Loyalty Cradits cannot be applied to postage dues. You may choose to pay only postage dues now or with
othar labelz during your naxt transsction. 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 a label, and other input error when creating a label. Click View Details to lesrn more about
your postage dues and how to avoid any in the future.

“&ll postags duss MUst be pald duning your next transaction. Loyelty Credits cannat bs applied 1o postags duss. You may choose to pay only

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 ne
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 2405830109355 Weight £9.00
107145169 Incorrect Weight: When entering the weight
of the mailpiece, make sure all items are in
the mailpiece =0 the weight logged is
accurate.

$21.00

Paostage Duss

Pay Now

(c)
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2) Pay for Scanned Return Labels via the Label Cart
a) Select the Label Cart located on the landing page.

Click-N-Ship®

Label Manager / Shipping History / Address Book [ USPSConnect [ Preferences

Sign Up for a Click-N-Ship® Business Rate Card and Save
Get Lower
You will have access to non-published, discounted prices for your business shipping needa. Get

Rates
discounted business rate prices for Priority Mail® and USPS Ground Advantage™ postage purchases.

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 currently have 2 Return Labels previously ordered have been scanned.They may not be removed from the cart, and you will be charged for them during 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 $8.43

( b ) 2012 03/27/2024 Clark Kent Priority Mail® Return Service () Priority Mail® Return Service $6.43
“Pos Label

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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