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Overview

TheEnhancedClickN-Shi®experienceis catered specifically teardsbusiness accourtustomersthat
create multiple labels a dayheEnhanced ClieK-Shig®@application allows business account customers
and personal account customers to maticiently create and pay for labels beyond the currétick
N-Shi®capabilities.

For more information on the Enhanced CliShi®application,seeEnhanced Clickl-Ship® Overview.

As of July 18, 2024the followingnew featuresandservicesare available on th€Enhanced Cliek-Shi®
applicatiorn

91 Allcustomerswill now be required to accepthe EnhancedClickN-Shi®Terms and
Gonditions agreemenvia pop-up modal before keing able to use th&nhancedClickN-
Shi®application(refer to paye 6 for more detals).

1 All austomers that are part of the Free Mattésr the Blind (FMBIProgramwill now have
the abilityto ship eligibley' I A t L& dd S Sage througkligible servicegrefer to
page39 for more detals).

1 Al customerswill now the ability to choose Rithum as a Marketplace option when using

the File Uplad (Import Labeldpbelcreation methal (refer to pagel18for more detals).

Thisuserguide willalsocoverall of the current featureswithin the Enhanced Cliek-Shi®application
andwill serve as a stepy-step guideon how to use them.

Thank you for choosingSP®for your packing and shipping needs


https://faq.usps.com/s/article/Enhanced-Click-N-Ship-Experience-CNSv2#uploading_labels
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How toAccess thdnhanced Click-Ship®Application

1) Sign intahe Enhanced Cliek-Ship@pplication
a) Navigate to theenhanced Cliek-Ship® log in page
b) Enter yourUSP®username and password
¢) ClickSigriln and wait to be redirected to th&nhanced Cliek-Shi®landing page.

sJUSPSCOM

Sign In To Your Account

Already have an account?

Enter Your Username and Password @ New to USPS.com?

- indicates a required field Create a USPS.com Account to...
« print shipping labels.

* Username.

+ request a Package Pickup.

l ] « buy stamps and shop.

* manage PO boxes.

* Password = print custom forms online.

[ ] + file domestic claims.

« set a preferred language.

T

Forgot your username? @

Forgot your password? @

2) Accept the Bhanced Gtk-N-Shi®Ternms and Conditions
a) Once logged into the Enhancedo&IN-Shi®applicaion, you will be presented whita
Terms and Caditions pop-modal.
b) Selectl Ageeto proceedto usingthe Enhanced I€k-N-Shp®application asisual.

Welcome to USPS® Click-N-Ship®

Please agree to the Terms and condition to proceed to this site.

TERMS UsE USERS ON USPS®
CLICK-N-SHIP® VERSION 2 (CnS2)

Tris Terms of Use Agresment (this *Agreement’)is a legal agreement
between () you (the “Inivicual™, (i) the company, entity, or organization that
YU are representing, # any (the “Company.” and together with the InGivicual,
Collectively, “You" “Your" “Customer” or “User”) and (i the United States
Postal Service®, an Independent Establishmant of the Executive Branch of
the United States Federal Government ("USPS" o “Postal Service or “We").
This Agresment sats forth the terms and concitions for Your use of the
USPS® Click-n-Ship® Version 2 appiication (\CnS2" or *Service"), an online
Intertace that allows You to print iadels for USPS domestic and intemational
malling services as well as allowing You to get information related o Your
business shipping needs. It aiso allows You to access labels and information
and receive preferred, non-public, confidential and proprietary rates through
Business Rate Card on Cikck-N-Ship. This Agreement is between You and



https://cnsb.usps.com/
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domestic label(s) via our different label creation methods.



How to Create ®omestid_abel
Create alomestidabel for a single recipient following the steps below.

1) Begin Single Label Creation Procgba/o Options
a) Option 1: Click o€reate aSingleLabellocated on the landing page.

- - 2
Click-N-Ship® T can
Label Manager / ShippingHistory / AddressBook / USPSConnect , Preferences

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

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

discounted business rats pricss for Priority Mail® and USPS Ground Advantsgs™ postage purchasss.

. e
Hi, Ted! What's in your Label Manager?
Welcome to the new Click-N-Ship Enhanced Shipping experience! Here you 519 3466
can view your account information, start your Click-N-Ship experience,
access previous lsbels, creste new labels, manage your address book, and ° Labals @ Complele Labdly
more!

20 1

- L] late
View Label Manager Baiches Complete Batches

Want to create an Enterprise Payment Account (EPA) to pay and manags services online through a single

account? Create one today or read mere sbout the benefits of the Enterprise Payment System (EPS). Once Create an EPS Account
you create an EPA, activation may take up to 24-36 hours.

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

vl

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

Organize your labsls into &

Create individusl labels manually Impert multiple labels via a File Start multiple labels in Label
. batch and utilize cur . P
within our improved creation Upload and continue editing in Manager by bringing in addresses
streamlined multi-label creation
process. Label Manager. from your Address Bock.

process.

b) Option 2: Click oNew Labelocated onthe Label Manager page

Click-N-Ship® o can

Al Labels (87) Baiches (72)

m. Use Address Book C' Refresh Add All Complete to Cart >

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

/ Shipping History / Address Book / USPSConnect® / DirectGonnect | Preferences

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

[T File Upload

Bayaloune Priority Mail® Flat Rate  Value: $100 Signature $12.20
Markets) | lan Team LLC Envelope + Add Mailpiece  Confirmation™
4 rt i i il
B Marketplace Impo ERMAN ST Edlll gewuce And Details Insurancs

ABLUFF, NE, 69361-5800 Mailpiece USPS Tracking (@ Added to cart
Electronic Edit Label
Hidden Postage
Edit Extra

Services




2) Verify your Sender Details
TheSender Details section is ppepulatedby defaultbased orthe address associated with
your accountTo changer updatethis defaultaddressrefer to the Preferences tab located at
the top of the landing page

a) If you are shipping from a different ZIP Cadean the ZIP Codeindicated in your
Return Address, please enter the correct shipping from ZIP)Ciodidne Ship from a
different ZIP Codz field. (e.g.: | am shipping items out @fwarehouse in Washington,
DC, but items should be returned to my location in New York. | would indicate | am
shippingfrom Washington DC)

b) To manually edithe Sender Details information.€., Return Address, Email, Phone,
Tracking Notifications selectiong)ickEditto update those fields accordingly

Sender Details

Each label you create will pre-populate with this sender
information. If you would like to update this information, you may
do so in your Preferences. Otherwise, you can edit each label
once it is uploaded into Label Manager.

Return Addrass

Clark Kent
300 SUPEEMAMN ST
SAM ANTOMIO, TX 78255

Ship from & different ZIP Code™

(a)

Emai Phone

clark kent@gmail.com (F04) ¥80-0000 (b)

ra Edit




c) Enter or \erify thatyouraddressandcontact informationis correct

d) Tooptinto Tracking Notificationselectthe Sendme tracking notificationscheckbox

(c)

(d)

Sender Details
Each label you create will pre-populate with this sender

information. If you would like to update this information, you may
do so in your Preferences. Otherwise, you can edit each label

once it is uploaded into Label Manager.

“First Mame WL “Last Mame
Clark ‘ ‘ Kent

Compzny

“Sirest Address Apt/Suite
200 SUPERMAN ST ‘ ‘

“City “Siate “ZIP Code™
San Antcnic ‘ ‘ TX - Texss v ‘ 78255

Please confirm or enter your contact information.

Email Phone / SMS Text Messages

{704) 780-0000

clark kent@gmasil com ‘

[] Send me tracking notifications

.

10



e) Seled the Type ofNotifications that you want toreceive(note, internaional phone
numbers are currentlyat suppated by the Enhanced CliskShp®applicatior).

f) SelectSavewithin the Sender Details section to save any changes t&thderDetail

(e)

(f)

fields.

Please confirm or enter your contact infarmation.

Email Phone / SMS Text Messages

clark kent@gmail.com ‘ (704) 780-0000

Send me tracking notifications

Send me notifications for

Email Text

] All Below Updates

Expected Delivery
B B s Of Delivery
|:| D Package Delivery
| [] Pickup Availability
L] ] Delivery Exception

O Package In Transit

Privacy Act Statement:

Your information will be used to provide customers with
information about the status of mailings within the USPS
network. For more information regarding our privacy policies visit
WWW. USps.comy/privacypolicy.

11



3) Enter the Recipient Detailg Two Options
Within Enhanced Cliek-Shif® you have the capability teither enter the recipient details
manually orselectan addres$rom your Address Book.

a) Option 1:To manuallyenterthe recipient details, simplijil out the fill-in boxes with the
WSOALASYGQa bl YST /2YLIlye andAPAdadl) A Ol 6f S0 =
i. Youcan savehe entered address to your Address Book for laser or reference
by selecting thesave to Address Béaheckbox.

Step 1: Enter Recipient Details

Please provide information about the delivery address below. Recipient Information is
reguired before selecting mailpiece services.

USPS® Smart Lockers: Available in select locations, USPS® Smart Lockers let

@ you ship mailpieces to people via self-service pickup at free, secure Smart
Lockers in Post Office™ locations. (Recipient email address required.) Learn
more.

Use Address Book ‘

First Name ML Last Mame

Company

(a) Courntry

United States of America ~

“Strest Address Apt/Suite

*City ~State “ZIP Gode™

‘ ‘ AL - Alabama w ‘ ‘

Reference Mumber

(i) I [ Save to Addre=s Book I
(0__) Stetus Notifications: OFF

[] Held for Pickup at Post Office™

12



b) Option 2: Toselect a saved address from your Address Book. Q$elkAddress Booto
access your Address Book.

Step 1: Enter Recipient Details

Please provide information about the delivery address below. Recipient Information is
required before selecting mailpiece services.

USPS® Smart Lockers: Available in select locations, USPS® Smart Lockers let

@ you ship mailpieces to people via self-service pickup at free, secure Smart
Lockers in Post Office™ locations. (Recipient email address required ) Learn
more.

Use Address Book

First Mame ML Lzst Mame

Company

Country

United States of America A%

i. Search for your desired recipient addressdclickUse This Addres The
selected address shoutden automaticallypopulatewithin the Recipient Detail

fields.
X
Address Book
Manage my Address Book > Search results 1-1 of 1 Results per page
]AJIABCDEFGHIJKLI.-‘INDPGRSTUV
Search Contacts —
w X Y 2z
All Contacts (1)
Name (Last, First) Company Location
[ -] KENT, CLARK 300 SUPERMANT ST
CHARLOTTE NC, 33333-0000

UMNITED STATES

Use This Address

13



4) Enter the Referencélumber(optional)
a) If you would likeo entera reference numberenter the numbein the Reference
Numbertextbox

Step 1: Enter Recipient Details

Please provide information about the delivery address below. Recipient Information is
required before selecting mailpiece services.

USPS® Smart Lockers: Available in select locations, USPS® Smart Lockers let

@ you ship mailpieces to people via self-service pickup at free, secure Smart
Lockers in Post Office™ locations. (Recipient email address required.) Learn
more.

Use Address Book |

First Mame ML Lzst Mame

Company

Country

United States of America “

“Btrest Address AptSuite

“City “Siate “ZIP Codea™

Refersnce Mumber

[ save to Addreas Book

{0 Ststus Notifications: OFF

[ Held for Pickup &t Post Offica™

14



5) SelectRecipientStatus Notifications (optional)
Within Enhanced Cliek-Shif® you have the capability thave he recipientreceive shipment
statusnotificationsvia email, text, oboth (note,internationalphonenumbers are currently not
supported in the Enhanced ClNiGhip®applicatior).

a) If you would like theecipent to receiveemail notifications about the mailpiece, select
the Status Notificationgoggle fromOFRo ON

Step 1: Enter Recipient Details

Please provide information about the delivery address below. Recipient Information is
required before selecting mailpiece services.

USPS® Smart Lockers: Available in select locations, USPS® Smart Lockers let

@ you ship mailpieces to people via self-service pickup at free, secure Smart
Lockers in Post Office™ locations. (Recipient email address required ) Learn
more.

Use Address Book |

First Mame WL Last Name

Company

Country

United States of America w

“Strest Address AptSute

“Gity =State “ZIP Coda™

Refersnce Mumber

{C__) Status Notifications: OFF

[] Held for Pickup at Post Office™

15



b) Enteri KS NI Evallddidegsardfor Phone Nimber (domestic only)
c) Seled the Type ofNotifications that you wantthe redpient to receive

[ save to Address Baok
@D Ststus Notifications: ON

Please confirm or enter the recipient's contact information.

Email Phone / SMS Text Messages
(b) ‘
Select updates sent to recipient.
Email  Text
O | All Below Updates
O O Expectad Dalivary
(c) O | Dey OF Delivery
] ] Packags Delivery
O | Pickup Availability
] 1 Delivery Exception
] [l Packags In Transit
Privacy Act Statement:

Your information will be used to provide customers with information about the status of
mailings within the USPS network. For more information regarding our privacy policies
visit www.usps.com/privacypolicy.

[1 Held for Pickup at Past Office™




6) SelectHold For Pickup (optional)
a) If you would like to have your mailpiece held at a designated Post Efficeation for
pick-up, select theHold for Pickup at Post Offide checkbox

Step 1: Enter Recipient Details

Pleaze pravide information sbout the delivery address below. Recipient

Information is required before aslecting mailpisce services.

USPS® Smart Lockers: Available in select locations, USPS®
I:D Smart Lockers let yvou ship mailpieces to people via aslf-service
pickup at free, secure Smart Lockers in Post Office” locations.

(Recipient email address required.) Learn more.

Use Address Book ‘

First Mams LUR Last Mame

COMmpENy

Country

United States of America

“Strest Address AptiSulte

“Ciy “State “ZIR Coda™

‘ ‘ Al - Alabama W ‘ ‘

[ save to Address Book

(I__) Status Motifications: OFF

[ Held for Pickup at Post OfficeT™

17



b) Once you have selectatle checkboxenter the ZIP ©dex in the search box to find the
nearest Post Offide location available for pickup.

Step 1: Enter Recipient Details

Pleaze provide information about the delivery address below. Recipient
Information is required before aslecting mailpiece services.

USPS® Smart Lockers: Available in select locations, USPS®

CD Smart Lockers let yvou ship mailpieces to people via aslf-service
pickup at free, secure Smart Lockers in Post Office” locations.
(Recipient email address required.) Learn more.

Use Address Book ‘
First Hame ML Last Mame
CompeEmy
Country
United States of America W
“Strest Adoress AptiSulte
“Clty “State “ZID Coda™
‘ ‘ Al - Alabama w ‘

[] save to Address Book
(T Status Metifications: OFF
B Heold for Pickup at Post Office™

“Enter & ZIP Coda™

| a

18



c) Select the desired Post Offi€e from one of the options displayed

B Hoid for Pickup &t Post Office™

“Enter & ZIP Coda™

28262 Q

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

© NORTH TRYON Available Services:
6700 N TEYOM ST CHARLOTTE, NC 28213-87938
Pricrity Mail
Express®
Pricrity Mail®
SPS Ground
Advantags™

Post Office Hours (@)

() NEWELL Available Services:
8105 OLD CONCORD RD NEWELL, NC 28126- o )
2997 Pricrity Mail
Express®
Pricrity Mail®
SPS Ground
Advantags™

Post Office Hours (@)

(O DERITA Available Services:
2505 DERITA AVE CHARLOTTE, NC 2B269-9558
Pricrity Mail
Express®
Pricrity Mail®
SPS Ground
Advantags™

Post Office Hours (@)

(2 WT HARRIS Available Services:
3515 DAVID COX RD CHARLOTTE, NC 28269-
o505 Pricrity Mail
Express®
Pricrity Mail®
SPS Ground
Advantags™

Post Office Hours (@)

19



d) If you woud like to receive text and / or email natifications to notify you or the recipient
that the mailpiece is ready for pickup, enter the email and / or phone number in the
textboxes undeNotify Me / Recipient When Ready for Pigip.

Text and Email Motifications v

Matify Recipient When Ready for MNotify Me When Ready for Pick Up

Pick Up

“Ema “Ema
Recipient Email Sendazr Email

“Phione J Text Messags “Phone S Text kiessags
Recipient Phone Mumber Sandar Phone Numbar

20



7) SelectHazardousMaterial Type(lf Applicable)

a)

b)

Selecty S &yQur mailpiececontains ay potential hazardous or dangerous material
such as batteries, perfumeamt, aerosols, and moré O f A \Dew exduyiple¥of
mailable andhonmailablehazardous materiatior a detailed list).

{ St B®d G A FmailpirosdNds not contain any hazardous or dangerous materials.

Does this parcel contain anything potentially hazardous?

FPotentially hazardous items may include batteries, perfume, paint, aeroscls, 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 cuffs, thermostats, and switches. Learn
Morg

*Are you shipping dangerous goods or hazardous materials? @

) Yes
) Ne

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.

21



c) If YESs selectedread through theHAZMATexample itemgop and select understand
to proceedwith sdecting a @tegory type.

HAZMAT

The following items are considered hazardous materials (HAZMAT) or Dangerous Goods

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

Mailable HAZMAT HAZMAT (|

Aerosol spraye Air bags

Batteries (non-spillabls) Ammunition

Dry lce Bulk shipments of HAZMAT

Flarmmable liquids Dynamite

Lighters (USPS authorization required) Fireworks

Lithium Batteries Gasoline

Matches High Powered Lithium Batteries (i.c., bikes, electric cars, scooters)
Nail Polish Remover *Mercury

Perfume Pure Acetone

Propane

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

Mote: This is not an all inclusive list of mailable or prohibited items. Please refer to USPS
Publication 52 (Pub 52) for quantity, packaging. and labeling guidance for mailable items and/or to
ensure your shipment is not prohibited in the mail.

ippi properly prep declared or prohibited HAZMAT can result in civil and
criminal penalties under federal law. The following tutorial will help you learn how to securely
package, label and ship HAZMAT for domestic destinations through USPS®. View tutorial at
WWW.usps.com/hazmat

’ 1 understand ‘ l Nevermind, | am net shipping HAZMAT

d) Seleta ategory typeby clicking on thelropdown button andselectingthe HAZMAT
type.

“What type of mailable HAZMAT are you mailing? (if not listed, it may not be mailable.
Learn More]

II Select v I
ir Eligible Ethanol {authorized fragrance and hand sanitizer shipments) -
Toy Propellant/Safety Fuse

Hazardous Materials Class 3 - Package (Hand sanitizer, rubbing alcchol, ethanal base products, flammable liquids etc)

Radicactive Materials (2.g.. smoke detectors, minerals, gun sights, sic. - Special requirements Packaging Instructions 7A requirements)

Air Eligible Corrosive Materials (certain cleaning or tree/weed killing compounds, etc.)

Sesled lead acid batteries

Lithium Batteries - New Individual or spare lithium batteries (marked UN3480 or UN3020 cnly)

Lithium Batteries - Used electronic devices containing or packaged with lithium batteries (markings required)

Lithium Batteries - New electronic devices packaged with lithium batteries (marked UN3481 or UN3091)

Dry Ice (limited to 5 lbs. if shipped via Air}

Lithium Batteries - New slectronic devices installed or packaged with lithium batteries (no marking)

Magnetized Materials

Safety/strike on box matches, book matches, mailable flammable sclids only

Hydrogen peroxide (8 to 20% concentration)

Organic Peraxides

Toxic materials (pesticides, herbicides, etc)

Biological Substance, Category B (i.e., Lab Test) marked UN3373

Excepted Quantity Provision {e.g.. small volumes of flammable liquids, corrosive, toxic or environmentally hazardous materials - marking required)
Surface Only Hazardous Materials (For items that are not listed, but are restricted to surfacs only)

Air Eligible D000 Consumer Commodity (Non-flammable aerosols, Flammable combustible liquids, Toxic Substance, Miscellansious hazardous materials) ¥

22



8) Selecthe Service Type
a) Select thedate you would like themailpieceto ship(you may select a date up to 3 days
from today).
b) Choosehe Mailpiece Type(USP®FIlat Rate Packagingr Choose your owhox).
i. If you £lect USP®Flat Rate Packagingselecta service ype from the drop
down, and then selectView Mailpiece Types.

Step 2: Select Service and Mailpiece Type

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

Shipping Date

Choose & date up to 3 days from today.

07772024

i)

Choose Your Mailpiece Type
© USPS® Flat Rate Packaging

() Choose your own box

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® -

23



(i)

(i)

ii. If you selecChoose your own bgylease entethe mailpieceweight,
dimensiong(if shipping amailpieceA NB | & SNJongK I Yy MH £

ii. If your mailpiece is not a standartectangularbox, selet the Thismailpiece
isn@a standard rectangularbox checkbox and enter th&irth (if applicable)

Step 2: Select Service and Mailpiece Type

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

Shipping Date

Choose & date up to 3 days from today.

Bk

07772024

Choose Your Mailpiece Type
() USPS® Flst Rate Packaging

Q Choose your own box

“What is the weight of your mailpiece?

‘{] Ib ‘EI oz

“What are the dimensions of your mailpiece?

Length Width Height

0 in

a in‘

Thia mailpiece isn't a standard, rectangular booc

gich (@)

1] in‘

Do any of the below characteristics apply to your mailpiece? @

None w

24



iv. If yourmailpiececan be consiered anon-machinabldgtem, click onthe
dropdown andseled the characteristidthat best appliesd your mailpiece

Step 2: Select Service and Mailpiece Type

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

Shipping Date

Choose & date up to 3 days from today.

0772024

Choose Your Mailpiece Type
) 1USPS™ Flat Rate Packaging

Q' Choose your own box

“What is the weight of your mailpiece?

‘{] b

‘5 oz‘

“What are the dimensions of your mailpiece?

Length Width Height

A in 5 in

[] This msilpiece isn't a standard, rectangular beox

Do any of the below characteristics apply to your mailpiece? @

None v

Glaas container with more than 24oz of liquid

Metal or plastic container with more than 1 gallon of liguid
Metal-banded parcel

Insecursly wrapped e product
] Can, Roll, or Tube

Woaoden or Metal box

I Bocks or other printed material weighing more than 25 pounds

£0

25



c) SelectaService Typdy clicking on thelropdownbutton and selectingrom the options
available.
i. Note:USPEonnea®LocalService Types will only be displajackligible
addressesEligibility isdeterminedby thesender addressntered in step 1.

Select Your Service and Mailpiece Type

Selecting a Pricrty Mail Flat Rate® 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™.

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

(c) Selact a Service -
Priority Mall® 1-3 Day Delvery | Starting from $7.60
Priority Mell Exprazs® 1-2 Day Daiivery | Starting from $30.45
USPS Connect® Locs 1-2 Day Delivery | Starting from $3.85

(i)
USPS Connect® Local Mell 1-2 Day Delvery | Starting from $2.95
USRS Ground Advantsge™ 2-5 Day Delvary | Starting from $5.79
USPS Ground Advantsge™ Cublc 2-5 Day Dellvery | Starting from $6.67
Priority Mal® Cubic 1-3 Day Delvary | Starting from $8.01
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9) Selecthe MailpieceType(TwoOptions)
a) Option 1:ForUSPSonnec®Local/ Mail Service Typec click on theView Mailpiece
Typesbutton andselect amailpiecetype from one of the options available based on
your previous selections.
i. Note, the pices and scheduled delivery dates displayed are calculated based on
the Service Type selectigour Return Addresand Recipient Address locations.

Select Your Service and Mailpiece Type

Selecting a Prigrity 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™.

Sarvice Type: which shipping method would vou like for this mailpiece?

USPS Connect® Local - ‘

\ View Mailpiece Types

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 Gonnect® Local Small Flat Rate Bag Same-Day or Next-Day 54.15

g*x 12" Delivery Per Label

( a ) o USPS Connect® Local Flat Rate Box Same-Day or Next-Day 54.85
127 x 3-4/27 % 14-1/8" Delivery Per Label

O USPS Gonnect® Local Large Flat Rate Bag Same-Day or Next-Day 54.95

14" x 17" Delivery Per Label

Don't see your Mailpisce Type? Updats your Shipping Date, Package Type, and Service Type to see
other options.
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(1)

(i)

ii. Afterthe Mailpiece Typeis ®lected, selecthe Drop-off Locationfrom the
options displayed:

iii. Thesameday / nextday dropoff locationsthat aredisplayedare determined
by the sender address entered in steplb. view the full list of locations
available sslect 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

S,
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b) Option 2:Forall other Service Typgc click onthe View Mailpiece Typesbutton and
select aMailpieceType from one of the options availabl&sed on your previous
selections.
i. Note, he pices and scheduled delivery dates displayed are calculated based on
the Service Type selectigour Return Addresand Recipient Address locations

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® . ‘

(b) ’ View Mailpiece Types }

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

Prices are based on shipping Priority Mail Express® from ZIP Gode™ T8255 to 69361
on Q7/17/2024.

Priority Mail Express® Drop-0Off Locations

Mailpiece Type Scheduled Delivery Price
(_) Priority Mail Express® Flat Rate Envelope Jul 19, 2024 $26.35

12-7/2" w8172 2.Day Delivery Per Label

(1)

(_) Priority Mail Express® Legal Flat Rate Jul 19, 2024 $26.65

Envelope . Per Label

15" 8-1/2" 2-Day Delivery
() Priority Mail Express® Padded Flat Rate Jul 19, 2024 $26.85

Envelope B Per Label

12-1/2" x 8-142" 2-Day Delivery
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If you would like todrop off your mailpiece at a narbyPost Offic& , selecthe

i.
Priority Mail Expres®Drop-Off Locationshyperlinkto see thenear locations

available
¥
X

Priority Mail Express® Drop-Off Locations
POST_OFFICE Service Commitment
5337 DE ZAVALA RD SAN ANTONIO, TX 78249 2-Day Delivery By 5:00 PM
Drop-off By
5:00 PM
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10)Enter Content Detail®©ptional)
The ContenbDetails section is only required forailpiece that require a Customs Forfsuch as
Internationalor military basedaddressep
a) Enterthe item description.
b) Enter the Item weigh(lbs) - if not applicable, ente¥ n Q
c) Entertheitemweightoz)-A ¥ y 20 | LIIX. AOFo6t ST SyGdSNI ¥wnQ
d) Enter the item value
e) Enter thequantity of the item.
f) Add another item
g) Enter themailpiecevalue.

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
ftarm Description (2) ftem o5 (b) temeoz  (C)
b= oOF
ftem Valus arr
(d) 5

[ -

Mailpiece Details

nalipiscs Valus

s |o (9)

Enter & vElS Up to and Including $6,000.00
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11) Select Extra Services
a) If you are interested in adding extra services to yoailpieces), please select one of
the available Insuran¢&ignature Additional,Delivery, and Return services.
b) If you would like to give the recipient the option to provid&J8P Electronic Signature
Online®to inform the Shipper that the mailpiece(s) have been received, stiect
Signature Confirmation option.
i. If you do not want to allow aslectronicsignature, selecDo Not Allow
Electronic Signature.
ii. Note, this service will lEREEor Priority Mal Expres®Y | A f LA SOSQa @

Step 4: Select Extra Services

Please aslect any extra services you would like to add to thiz label.

Priarity Mail covers up to 3100 of the mailpiece valus. For mailpisces with &
value over $100, additional insurance can be purchased to cover the
balance.

Insurance

) Mone

© Insurance Free

Signature Services

) Mone

(O Adult Signature Resricted (D) £9.65
Delivery 21 or Older

(O Adulr Signature 21 er Older (D) £9.35
Fequired

0 Signature Confirmation™ £3.50

(b)

[0 Do not allow Blectronic Signature

Special Delivery Services

B tide Postageon Leba (D) Fres

Additional Delivery Services
B USPS Tracking Blectronic Free

[ Label Delivery - Cutbound £1.25

Return Services
This is the only opporiunity to create a returm fabel for this outgoing label.

[ Create a retumn label Free*
“It iz free to create & retum label. You

will only be charged if this raturn |abel
iz usad.
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12)Review Label Summary
Refer to theLabel Summaryo get a brief summary ofourlabelorder. The Label Summary will

be a grey boxocated at the top righof the page

Label Summary

Pricrity Mail® Choose Your Own Box $6.73
USPS Tracking Electronic Free
Insurance Free
Total $6.73

Add to Cart ‘ Save

13)Add Label to Cart or Save Label
a) If all required information is correct and you would like to proceed to purchase the

label,selectAdd to Cart
b) If all required informatioris correct and you would like to save you labeicksaveto

save your label to your Label Manager
i. Note, youcansave atany timeif Recipient Detailare provided. Saving will
allow you to come back to this label later to make any changes prior to

purchasingt.

Label Summary

Priority Mail® Choose Your Own Box $6.73
UUSPS Tracking Electronic Free
Insurance Free
Total $6.73

Add to Cart ‘ Save ‘l

(a) (b)
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14)Select to Ship to a USHSnart LockefTwo Options)

If the address that you are sending toclese to a secure, HeserviceUSP®Smart Locke you
will be notified via pp-up modalin the Label Carbr a bannerin the Label Manager

a) Option 1:vialLabel Cart; after addingthe labelto the cart,you will be notifiedfia
USP®Smart Locker is available near tN&S O A Ldlid&eysilf yba would like teship
your mailpieceto the USP®Smart Locker, sele@hip to Locker.

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

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

b) Option 2:viaLabel Manager, after saving the label to the Label Manager, you will be
notified ifaUSR®{ YI NI [ 201 SNJ A& @I AftloftS ySIN GKS
like to ship youmailpieceto the USP®Smart Locker, sele&hip to Locker.

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 Mailpi: il pi Details

Extra Services Total Price All Labels v
1 D 02/29/2024 Tamala Kent Pricrity Mail Express® Choose 1oz Insurance — Priority Mail ~ $28.95
300 SUPERMAN ST Your Own Box Value: $100 Express
CHARLOTTE, NC 28262-2550  Edit Service And Mailpiece + Add Mailpiece Edit Extra Services Add to Gart e
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)

(d)

(e)

Here.

Find Smart Locker

Street Address

300 SUPERMAN ST

“City “State “ZIP Code™
{ Ghariotte ] NG - North Garolina v w I 28262 ]
“Radius

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

|

1.5 miles away

NORTHEAST ® Post Office™

1820 HARRIS HOUSTON RD
CHARLOTTE, NC 28262

Opennow | Closes 11:59 PM v

4.0 miles away

Wt Harris § Post Office™

3515 DAVID COX RD
CHARLOTTE, NC 28269

Closes 11:59 PM v

Opennow |

To see the available USPSmart Locker locations, select tRadius (10 mg¢ 100 mi)
dropdown and then sele@earch.

Enter therecipients email addresso that they can receive a pickup notification.
Choosghe USP®Smart Lockeof your choice from the options listed by selectiBigip
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15)Review Label Details Label Cart
a) After adding the label to the canteview the label information for accuracy.
i. Note, ifaUSP®Smart Lockewas selected, it will be displayedderRecipient
Section
ii. Note, if a Connect Local label was created,diog-off location willbe displayed
above theShip Datesection

Label Cart (2)

< Back to Label Manager

Remove

E ship Date Recipient Service and Mailpiece Mailpiece Details Mailpiece Services Price
1of1 B o1r22/2024 Customer pick up at: Priority Mail® Legal Flat Rate Envelope Walue: $100 Legal Flat Rate Envelope %$8.80
, Edit ' Clark Kent USPS Tracking Elactronic Fraa

= 300 SUPERMAN ST | -
CHARLOTTE, NC 33333-5354 naurance ree
( | ) i Total Label Cost $8.80
Ship to:
USPS SMART LOCKER
CHARLOTTE, NC 28208-0300

Remove

.. USPS CONNECT™ LOCAL - MID CITY CINCINNATI POST OFFICE (1)
( I ) GCIMNCINMATI, OH 45203

B ship Date Recipient Service and Mailpiece Mailpiece Details Mailpiece Services Price
1of1 B o1/22/2024 Clark Kent USPS Connect™ Local Large Flat Rate Bag Large Flat Rate Bag $4.95
Edit 32 E COURT ST APT 8 USPS Tracking Electronic Fraa

# Edt CINCINNATI, OH 45202-1114
Total Label Cost $54.95

UsPs® Shipping Supplies

Add labels, tape, boxes and shipping supplies to the label order.

+ Add Shipping Supplies

X Remove All Order Total: $13.75
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How to Create ®omestid_abelas a Free Matter for the Blind User

Create adlomestidabel for a single recipiefree ofpostage through ougligibleservices if you are a
gualifyingmember of the Free Matter for the BliRcbhgram (MB) byfollowing the steps below.

1) Begin Single Label Creation Progeba/o Options
a) Option 1: Click o€reate aSingleLabellocated on the landing page.

- - 2
Click-N-Ship® \ET can
Label Manager / ShippingHistory ; AddressBook / USPSConnect ; Preferences

Sign Up for a Click-N-Ship® Business Rate Gard 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, Ted! What's in your Label Manager?

Welcome te the new Click-N-Ship Enhanced Shipping sxperience! Hers you 519 3466
can view your account infermation, start your Click-N-Ship experience,
access previous Isbels, create new labels, mansge your address book, and
mors!

. Labels @ Complete Labels

20 1

L ] L ] lete
View Label Manager Batchies Complete Batches

Want to create an Enterprise Payment Account (EPA) to psy and manage services online through a single

account? Creats one today or read mors about the benefits of the Enterpriss Payment System (EPS). Once Create an EPS Account
you creste an EPA, sctivation may take up to 24-36 hours.

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

S F B

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

Qrganize your labels into &

Create individus! Isbels manually Import multipls labsls via & File Start multiple labsls in Label
batch and utilize our
within our imgroved creation Uplosd and continue editing in Manager by bringing in addresses
streamlined multi-label creation
process Label Manager. from your Address Bock

process.

b) Option 2: Click oNew Labelocated onthe Label Manager page

. = ® 2
Click-N-Ship v can
Label Manager | / Shipping Histery / Address Book / USPS Connect® / DirectConnect / Preferences

Al Labels (87) Batches (72)

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

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

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

[T File Upload

Bayaloune Priority Mail® Flat Rate  Value: $100 Signature $12.20
E Marketol | " lan Team LLC Er;\.telsnpel A + Add Mailpiece ‘Cﬂnﬁrmationm
arketplace Impo: ERMAN ST |.| ervice An Details nsurance
orraBLUFF, NE, 69361-5800 Mailpiece USPS Tracking @ Added to cart
Electronic Edit Label
Hidden Postage
Edit Extra
Services
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2) Verify your Sender Details
TheSender Details section is ppepulatedby defaultbased orthe address associated with
your accountTo changer updatethis defaultaddressrefer to the Preferences tab located at
the top of the landing page

a) If you are shipping from a different ZIP Cadean the ZIP Codeindicated in your
Return Address, please enter the correct shipping from ZIP)Ciodidne Ship from a
different ZIP Codz field. (e.g.: | am shipping items out @fwarehouse in Washington,
DC, but items should be returned to my location in New York. | would indicate | am
shippingfrom Washington DC)

b) To manually edithe Sender Details information.€., Return Address, Email, Phone,
Tracking Notifications selectiong)ickEditto update those fields accordingly

Sender Details

Each label you create will pre-populate with this sender
information. If you would like to update this information, you may
do so in your Preferences. Otherwise, you can edit each label
once it is uploaded into Label Manager.

Return Addrass

Clark Kent
300 SUPEEMAMN ST
SAM ANTOMIO, TX 78255

Ship from & different ZIP Code™

(a)

Emai Phone

clark kent@gmail.com (F04) ¥80-0000 (b)

ra Edit
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c) Enter or \erify thatyouraddressandcontact informationis correct

d) Tooptinto Tracking Notificationsselectthe Sendme tracking notificationscheckbox

(c)

(d)

Sender Details
Each label you create will pre-populate with this sender

information. If you would like to update this information, you may
do so in your Preferences. Otherwise, you can edit each label

once it is uploaded into Label Manager.

“First Mame WL “Last Mame
Clark ‘ ‘ Kent

Compzny

“Sirest Address Apt/Suite
200 SUPERMAN ST ‘ ‘

“City “Siate “ZIP Code™
San Antcnic ‘ ‘ TX - Texss v ‘ 78255

Please confirm or enter your contact information.

Email Phone / SMS Text Messages

{704) 780-0000

clark kent@gmasil com ‘

[] Send me tracking notifications

.
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e) Seled the Type ofNotifications that you want toreceive(note, internaional phone
numbers are currentlyat suppated by the Enhanced CliskShp®applicatior).

f) SelectSavewithin the Sender Details section to save any changes t&thderDetail

(e)

(f)

fields.

Please confirm or enter your contact infarmation.

Email Phone / SMS Text Messages

clark kent@gmail.com ‘ (704) 780-0000

Send me tracking notifications

Send me notifications for

Email Text

] All Below Updates

Expected Delivery
B B s Of Delivery
|:| D Package Delivery
| [] Pickup Availability
L] ] Delivery Exception

O Package In Transit

Privacy Act Statement:

Your information will be used to provide customers with
information about the status of mailings within the USPS
network. For more information regarding our privacy policies visit
WWW. USps.comy/privacypolicy.
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3) Enter the Recipient Detailg Two Options
Within Enhanced Cliek-Shif® you have the capability teither enter the recipient details
manually orselectan addres$rom your Address Book.

a) Option 1:To manuallyenterthe recipient details, simplijil out the fill-in boxes with the
WSOALASYGQa bl YST /2YLIlye andAPAdadl) A Ol 6f S0 =
i. Youcan savehe entered address to your Address Book for laser or reference
by selecting thesave to Address Béaheckbox.

Step 1: Enter Recipient Details

Please provide information about the delivery address below. Recipient Information is
reguired before selecting mailpiece services.

USPS® Smart Lockers: Available in select locations, USPS® Smart Lockers let

@ you ship mailpieces to people via self-service pickup at free, secure Smart
Lockers in Post Office™ locations. (Recipient email address required.) Learn
more.

Use Address Book ‘

First Name ML Last Mame

Company

(a) Courntry

United States of America ~

“Strest Address Apt/Suite

*City ~State “ZIP Gode™

‘ ‘ AL - Alabama w ‘ ‘

Reference Mumber

(i) I [ Save to Addre=s Book I
(0__) Stetus Notifications: OFF

[] Held for Pickup at Post Office™
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b) Option 2: Toselect a saved address from your Address Book. Q$elkAddress Booto
access your Address Book.

Step 1: Enter Recipient Details

Please provide information about the delivery address below. Recipient Information is
required before selecting mailpiece services.

USPS® Smart Lockers: Available in select locations, USPS® Smart Lockers let

@ you ship mailpieces to people via self-service pickup at free, secure Smart
Lockers in Post Office™ locations. (Recipient email address required ) Learn
more.

Use Address Book

First Mame ML Lzst Mame

Company

Country

United States of America A%

i. Search for your desired recipient addressdclickUse This Addres The
selected address shoutden automaticallypopulatewithin the Recipient Detail

fields.
X
Address Book
Manage my Address Book > Search results 1-1 of 1 Results per page
]AJIABCDEFGHIJKLI.-‘INDPGRSTUV
Search Contacts —
w X Y 2z
All Contacts (1)
Name (Last, First) Company Location
[ -] KENT, CLARK 300 SUPERMANT ST
CHARLOTTE NC, 33333-0000

UMNITED STATES

Use This Address
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4) Enter the Referencélumber(optional)
a) If you would likeo entera reference numberenter the numbein the Reference
Numbertextbox

Step 1: Enter Recipient Details

Please provide information about the delivery address below. Recipient Information is
required before selecting mailpiece services.

USPS® Smart Lockers: Available in select locations, USPS® Smart Lockers let

@ you ship mailpieces to people via self-service pickup at free, secure Smart
Lockers in Post Office™ locations. (Recipient email address required.) Learn
more.

Use Address Book |

First Mame ML Lzst Mame

Company

Country

United States of America “

“Btrest Address AptSuite

“City “Siate “ZIP Codea™

Refersnce Mumber

[ save to Addreas Book

{0 Ststus Notifications: OFF

[ Held for Pickup &t Post Offica™
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5) SelectRecipientStatus Notifications (optional)
Within Enhanced Cliek-Shif® you have the capability thave he recipientreceive shipment
statusnotificationsvia email, text, oboth (note,internationalphonenumbers are currently not
supported in the Enhanced ClNiGhip®applicatior).

a) If you would like theecipient toreceiveemail notifications about the mailpiece, select
the Status Notificationgoggle fromOFRo ON

Step 1: Enter Recipient Details

Please provide information about the delivery address below. Recipient Information is
required before selecting mailpiece services.

USPS® Smart Lockers: Available in select locations, USPS® Smart Lockers let

@ you ship mailpieces to people via self-service pickup at free, secure Smart
Lockers in Post Office™ locations. (Recipient email address required ) Learn
more.

Use Address Book |

First Mame WL Last Name

Company

Country

United States of America w

“Strest Address AptSute

“Gity =State “ZIP Coda™

Refersnce Mumber

{C__) Status Notifications: OFF

[] Held for Pickup at Post Office™
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b) Enteri KS NI Evallddidegsardfor Phone Nimber (domestic only)
c) Seled the Type ofNotifications that you wantthe redpient to receive

[ save to Address Baok
@D Ststus Notifications: ON

Please confirm or enter the recipient's contact information.

Email Phone / SMS Text Messages
(b) ‘
Select updates sent to recipient.
Email  Text
O | All Below Updates
O O Expectad Dalivary
(c) O | Dey OF Delivery
] ] Packags Delivery
O | Pickup Availability
] 1 Delivery Exception
] [l Packags In Transit
Privacy Act Statement:

Your information will be used to provide customers with information about the status of
mailings within the USPS network. For more information regarding our privacy policies
visit www.usps.com/privacypolicy.

[1 Held for Pickup at Past Office™




6) SelectHold For Pickup (optional)
a) If you would like to have your mailpiece held at a designated Post Efficeation for
pick-up, select theHold for Pickup at Post Offide checkbox

Step 1: Enter Recipient Details

Pleaze pravide information sbout the delivery address below. Recipient

Information is required before aslecting mailpisce services.

USPS® Smart Lockers: Available in select locations, USPS®
I:D Smart Lockers let yvou ship mailpieces to people via aslf-service
pickup at free, secure Smart Lockers in Post Office” locations.

(Recipient email address required.) Learn more.

Use Address Book ‘

First Mams LUR Last Mame

COMmpENy

Country

United States of America

“Strest Address AptiSulte

“Ciy “State “ZIR Coda™

‘ ‘ Al - Alabama W ‘ ‘

[ save to Address Book

(I__) Status Motifications: OFF

[ Held for Pickup at Post OfficeT™
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b) Once you have selectatle checkboxenter the ZIP ©dex in the search box to find the
nearest Post Offide location available for pickup.

Step 1: Enter Recipient Details

Pleaze provide information about the delivery address below. Recipient
Information is required before aslecting mailpiece services.

USPS® Smart Lockers: Available in select locations, USPS®

CD Smart Lockers let yvou ship mailpieces to people via aslf-service
pickup at free, secure Smart Lockers in Post Office” locations.
(Recipient email address required.) Learn more.

Use Address Book ‘
First Hame ML Last Mame
CompeEmy
Country
United States of America W
“Strest Adoress AptiSulte
“Clty “State “ZID Coda™
‘ ‘ Al - Alabama w ‘

[] save to Address Book
(T Status Metifications: OFF
B Heold for Pickup at Post Office™

“Enter & ZIP Coda™

| a
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c) Select the desired Post Offi€e from one of the options displayed

B Hoid for Pickup &t Post Office™

“Enter & ZIP Coda™

28262 Q

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

© NORTH TRYON Available Services:
6700 N TEYOM ST CHARLOTTE, NC 28213-87938
Pricrity Mail
Express®
Pricrity Mail®
SPS Ground
Advantags™

Post Office Hours (@)

() NEWELL Available Services:
8105 OLD CONCORD RD NEWELL, NC 28126- o )
2997 Pricrity Mail
Express®
Pricrity Mail®
SPS Ground
Advantags™

Post Office Hours (@)

(O DERITA Available Services:
2505 DERITA AVE CHARLOTTE, NC 2B269-9558
Pricrity Mail
Express®
Pricrity Mail®
SPS Ground
Advantags™

Post Office Hours (@)

(2 WT HARRIS Available Services:
3515 DAVID COX RD CHARLOTTE, NC 28269-
o505 Pricrity Mail
Express®
Pricrity Mail®
SPS Ground
Advantags™

Post Office Hours (@)
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d) If you woud like to receive text and / or email natifications to notify you or the recipient
that the mailpiece is ready for pickup, enter the email and / or phone number in the
textboxes undeNotify Me / Recipient When Ready for Pigip.

Text and Email Motifications v

Matify Recipient When Ready for MNotify Me When Ready for Pick Up

Pick Up

“Ema “Ema
Recipient Email Sendazr Email

“Phione J Text Messags “Phone S Text kiessags
Recipient Phone Mumber Sandar Phone Numbar

49



7) SelectHazardousMaterial Type(lf Applicable)

a)

b)

Selecty S &yQur mailpiececontains ay potential hazardous or dangerous material
such as batteries, perfume, paint, aerosols, and moi@ t A \Dew exdyiple¥of
mailable andhonmailablehazardous materiatior a detailed list).

{ St B®d G A FmailpirosdNds not contain any hazardous or dangerous materials.

Does this parcel contain anything potentially hazardous?

FPotentially hazardous items may include batteries, perfume, paint, aeroscls, 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 cuffs, thermostats, and switches. Learn
Morg

*Are you shipping dangerous goods or hazardous materials? @

) Yes
) Ne

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 YESs selectedread through theHAZMATexample itemgop and select understand
to proceedwith sdecting a @tegory type.

HAZMAT

The following items are considered hazardous materials (HAZMAT) or Dangerous Goods

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

Mailable HAZMAT HAZMAT (|

Aerosol spraye Air bags

Batteries (non-spillabls) Ammunition

Dry lce Bulk shipments of HAZMAT

Flarmmable liquids Dynamite

Lighters (USPS authorization required) Fireworks

Lithium Batteries Gasoline

Matches High Powered Lithium Batteries (i.c., bikes, electric cars, scooters)
Nail Polish Remover *Mercury

Perfume Pure Acetone

Propane

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

Mote: This is not an all inclusive list of mailable or prohibited items. Please refer to USPS
Publication 52 (Pub 52) for quantity, packaging. and labeling guidance for mailable items and/or to
ensure your shipment is not prohibited in the mail.

ippi properly prep declared or prohibited HAZMAT can result in civil and
criminal penalties under federal law. The following tutorial will help you learn how to securely
package, label and ship HAZMAT for domestic destinations through USPS®. View tutorial at
WWW.usps.com/hazmat

’ 1 understand ‘ l Nevermind, | am net shipping HAZMAT

d) Seleta ategory typeby clicking on thelropdown button andselectingthe HAZMAT
type.

“What type of mailable HAZMAT are you mailing? (if not listed, it may not be mailable.
Learn More]

II Select v I
ir Eligible Ethanol {authorized fragrance and hand sanitizer shipments) -
Toy Propellant/Safety Fuse

Hazardous Materials Class 3 - Package (Hand sanitizer, rubbing alcchol, ethanal base products, flammable liquids etc)

Radicactive Materials (2.g.. smoke detectors, minerals, gun sights, sic. - Special requirements Packaging Instructions 7A requirements)

Air Eligible Corrosive Materials (certain cleaning or tree/weed killing compounds, etc.)

Sesled lead acid batteries

Lithium Batteries - New Individual or spare lithium batteries (marked UN3480 or UN3020 cnly)

Lithium Batteries - Used electronic devices containing or packaged with lithium batteries (markings required)

Lithium Batteries - New electronic devices packaged with lithium batteries (marked UN3481 or UN3091)

Dry Ice (limited to 5 lbs. if shipped via Air}

Lithium Batteries - New slectronic devices installed or packaged with lithium batteries (no marking)

Magnetized Materials

Safety/strike on box matches, book matches, mailable flammable sclids only

Hydrogen peroxide (8 to 20% concentration)

Organic Peraxides

Toxic materials (pesticides, herbicides, etc)

Biological Substance, Category B (i.e., Lab Test) marked UN3373

Excepted Quantity Provision {e.g.. small volumes of flammable liquids, corrosive, toxic or environmentally hazardous materials - marking required)
Surface Only Hazardous Materials (For items that are not listed, but are restricted to surfacs only)

Air Eligible D000 Consumer Commodity (Non-flammable aerosols, Flammable combustible liquids, Toxic Substance, Miscellansious hazardous materials) ¥
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8) Selecthe Shipping Date and FMEervice
a) Select theShippirg Date you would like themailpieceto ship(you may select a date up
to 3 days from today
b) If youareaqualifyinguser of the Fee Mater for the BlindFMB) programselect the |
am shipping as FreBlatter for the Blind checkboxo proceed.
i. Note, refer to the following article for morenformation about theFree 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 a date up to 3 days from today.

(a) 07/17/2024 ]

[] 1am shipping as Free Matter for the Biind ()

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

Choose Your Mailpiece Type

© USPS® Flat Rate Packaging
O Ghoose your own box

O I 'want to start from a Favorite

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™.

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

Select a Service v

View Mailpiece Types

T wiew mailpiece types, sender and recipient ZIP Codes™ are required along with a service selection.
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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

c) Pleasesnterthe mailpieceweight anddimensiongif shipping amailpiecegreater than

M Hléng)

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 3 days from today.

07/17/2024 &

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 Elind shipping.
International shipping weight limits vary based on service type. See more information in tool tip.

“Package Weight

K -] [ -]

*Package Dimensions

Length Width Heaight

0 in 0 in ‘

Do any of the below characteristics apply to your mailpiece? @

‘ MNone e ‘

View Mailpiece Types

T view mailpiece types, sender and racipient ZIP Codes™ are required along with a sarvice selaction.
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seled the characteristidhat best appliesd your mailpiece

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 3 days from today.

07/17/2024 &

I am shipping as Free Matter for the Blind ()

For domestic packages, total weight may not excead 70Ibs to be aligible for Frae Matter for the Blind shipping.
International shipping weight limits vary based on sarvica type. See more information in tool tip.

*Package Weight

‘Cl Ib“ﬂ oz‘

*Package Dimensions

Langth Width Height

0 in o in

a in‘

Do any of the below characteristics apply to your mailpiece? @

Mone ™

Glass container with more than 240z of liquid

Metal or plastic container with more than 1 gallon of liquid
Metal-banded parcel

Insecurely wrapped

GCan, Roll, or Tube

Wooden or Metal box

Books or other printed material weighing more than 25 pounds

d) If yourmailpiececan be consiered anon-machinabldtem, click onthe dropdown and
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9) Selecthe FMBMailpieceType

(a)

(b)

*Package Weight

‘O Ib‘ ‘10 oz

*Package Dimensions

Length Width Height

5 in

5 in‘

Do any of the below characteristics apply to your mailpiece? @

‘ Naone v ‘

View Mailpiece Types ‘

You 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
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.

a) Once althe mailpiecedimensions are entered, select théew Mailpiece Typesbutton
to view the malpiece types.

b) AFReeMatter for the BlindMailpiece Type will then be availablebased on your
previous selectiondNo further action isequiredhere.
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10)Enter Content Detail®©ptional)
The ContenbDetails section is only required forailpiece that require a Customs Forfsuch as
Internationalor military basedaddressep
a) Enterthe item description.
b) Enter the Item weigh(lbs.)- if not applicable, ente¥ n Q
c) Entertheitemweightoz)-A ¥ y 20 | LIIX. AOFo6t ST SyGdSNI ¥wnQ
d) Enter the item value
e) Enter the quantity of the item.
f) Add another item
g) Enter themailpiecevalue.

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
ftarm Description (2) ftem o5 (b) temeoz  (C)
b= oOF
ftem Valus arr
(d) 5

[ -

Mailpiece Details

nalipiscs Valus

s |o (9)

Enter & vElS Up to and Including $6,000.00
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11) Select Extra Services
a) If you are interested in adding extra services to yoailpieces), please select one of
the available Insuran¢&ignatureDelivery, and Return services.
I. Note,any extra sevice selected will NOT be free and MW@ paid.

Step 4: Select Extra Services

Please select any extra services you would like to add to this label.

Insurance

© MNone

O Insurance $3.15

Special Delivery Services

[] Hide Postage on Label @ Free

Return Services

This is the only opportunity to create a return label for this outgoing label.

|:| Create a return label Free*

*It is free to create a return label. You will only
be charged if this return label is used.

12)Review Label Summary
a) Refer to theLabel Summaryo get a brief summary ofourlabelorder. The Label
Summary will be grey boxocated at the top righof the page

Label Summary

Domestic Free Matter for the Blind Free

Total $0.00

Add to Cart ‘
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13)Add Label to Cart or Save Label
a) If all required information is correct and you would like to proceed to purchase the
label,selectAdd to Cart
b) If all required informations correct and you would like to save you labdicksaveto
save your label to your Label Manager
i. Note, youcansave atany timeif Recipient Detailare provided. Saving will
allow you to come back to this label later to make any changes prior to
purchasingt.

Label Summary

Domestic Free Matter for the Blind Free

Total $0.00

Add to Cart

(a) (b)

14)Review Label DetailsLabel Cart
a) After adding the label to the canteview thefree FMBlabel information for accurac

Label Cart (1)

< Back to Label Manager

Remove

O Ship Date Recipient Service and Mailpiece Mailpiece Details Mailpiece Services Price
D 07/17/2024 Jane Doe Domestic Free Matter for the 10 0z Choose Your Own Box Free
ot 300 SUPERMAN ST Blind (7) Choose Your Own
WASHINGTON, DG, 20280-0001 Box Total Label Cost Free
A Edit

USPS® Shipping Supplies

Add labels, tape, boxes and shipping supplies to the label order.

+ Add Shipping Supplies

> Remove All Order Total: $0.00
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How to Create malnternationalLabel
Create a internationalabel for a single recipient following the steps below.

1) Begin Single Label Creation Procgba/o Options
c) Option 1:SelectCreate aSingleLabellocated on the landing page.

- - 2
Click-N-Ship® T can
Label Manager / ShippingHistory / AddressBook / USPSConnect , Preferences

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

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

discounted business rats pricss for Priority Mail® and USPS Ground Advantsgs™ postage purchasss.

. e
Hi, Ted! What's in your Label Manager?
Welcome to the new Click-N-Ship Enhanced Shipping experience! Here you 519 3466
can view your account information, start your Click-N-Ship experience,
access previous lsbels, creste new labels, manage your address book, and ° Labals @ Complele Labdly
more!

20 1

- L] late
View Label Manager Baiches Complete Batches

Want to create an Enterprise Payment Account (EPA) to pay and manags services online through a single

account? Create one today or read mere sbout the benefits of the Enterprise Payment System (EPS). Once Create an EPS Account
you create an EPA, activation may take up to 24-36 hours.

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

vl

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

Organize your labsls into &

Create individusl labels manually Impert multiple labels via a File Start multiple labels in Label
. batch and utilize cur . P
within our improved creation Upload and continue editing in Manager by bringing in addresses
streamlined multi-label creation
process. Label Manager. from your Address Bock.

process.

i. Option 2:SelectNew Labelocated on the Label Manager page.

Click-N-Ship® 2 o

All Labels (87} Batches (72)

/ Shipping History / AddressBook / USPS Connect® / Direct Connect / Preferences

New Label Use Address Book Add All Complete to Cart >
New Label
& Newla 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 A
File Upload . N
& gayaloune Pricrity Mail Express® Choose 1oz i 51 n.D . Signature . $12.20
jan Team LLC “Your Own Box Value: $100 4 Mailpiece  Gonfirmation
E‘ Marketplace Import ERMAN ST Edit Service And - + Add ils Insurance )
SoorrrsBLUFF, NE, 69361-5900 Details USPS Tracking (Y Added to cart
Electronic Edit Label
Hidden Postage
Edit Extra
Services
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2) Verify your Sender Details
TheSender Details section is ppepulatedby defaultbased orthe address associated with
your accountTo changer updatethis defaultaddressrefer to the Preferences tab located at
the top of the landing page

a) If you are shipping from a different ZIP Cadean the ZIP Codeindicated in your
Return Address, please enter the correct shipping from ZIP)Ciodidne Ship from a
different ZIP Codz field. (e.g.: | am shipping items out @fwarehouse in Washington,
DC, but items should be returned to my location in New York. | would indicate | am
shippingfrom Washington DC)

b) To manually edithe Sender Details information.€., Return Address, Email, Phone,
Tracking Notifications selectiong)ickEditto update those fields accordingly

Sender Details

Each label you create will pre-populate with this sender
information. If you would like to update this information, you may
do so in your Preferences. Otherwise, you can edit each label
once it is uploaded into Label Manager.

Return Addrass

Clark Kent
300 SUPEEMAMN ST
SAM ANTOMIO, TX 78255

Ship from & different ZIP Code™

(a)

Emai Phone

clark kent@gmail.com (F04) ¥80-0000 (b)

ra Edit
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c) Enter or \erify thatyouraddressandcontact informationis correct

d) Tooptinto Tracking Notificationsselectthe Sendme tracking notificationscheckbox

(c)

(d)

Sender Details
Each label you create will pre-populate with this sender

information. If you would like to update this information, you may
do so in your Preferences. Otherwise, you can edit each label

once it is uploaded into Label Manager.

“First Mame WL “Last Mame
Clark ‘ ‘ Kent

Compzny

“Sirest Address Apt/Suite
200 SUPERMAN ST ‘ ‘

“City “Siate “ZIP Code™
San Antcnic ‘ ‘ TX - Texss v ‘ 78255

Please confirm or enter your contact information.

Email Phone / SMS Text Messages

{704) 780-0000

clark kent@gmasil com ‘

[] Send me tracking notifications

.

61



e) Seled the Type ofNotifications that you want toreceive(note, internaional phone
numbers are currentlyat suppated by the Enhanced CliskShp®applicatior).

f) SelectSavewithin the Sender Details section to save any changes t&thderDetail

(e)

(f)

fields.

Please confirm or enter your contact infarmation.

Email Phone / SMS Text Messages

clark kent@gmail.com ‘ (704) 780-0000

Send me tracking notifications

Send me notifications for

Email Text

] All Below Updates

Expected Delivery
B B s Of Delivery
|:| D Package Delivery
| [] Pickup Availability
L] ] Delivery Exception

O Package In Transit

Privacy Act Statement:

Your information will be used to provide customers with
information about the status of mailings within the USPS
network. For more information regarding our privacy policies visit
WWW. USps.comy/privacypolicy.
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3) Enter the Recipient Detailg Two Options
Within Enhanced Cliek-Shif® you have the capability teither enter the recipient details
manually orselectan addres$rom your Address Book.

c) Option 1:To manuallyenterthe recipient details, simplijil out the fill-in boxes with the
WSOALASYGQa bl YST /2YLIlye andAPAdadl) A Ol 6f S0 =
i. Youcan savehe entered address to your Address Book for laser or reference
by selecting thesave to Address Béaheckbox.

Step 1: Enter Recipient Details

Please provide information about the delivery address below. Recipient Information is
required before selecting mailpiece services.

USPS® Smart Lockers: Available in select locations, USPS® Smart Lockers let

@ you ship mailpieces to people via self-service pickup at free, secure Smart
Lockers in Post Office™ locations. (Recipient email address required ) Learn
more.

Use Address Book ‘

First Mame ML Last Mame

Jane ‘ ‘ ‘ Dos

Compamy

Country

(a)

IUnited States of America w

“Strest Address AptiSute

UNIT 5121 ‘ ‘

“City “State “ZIP Coda™

APO ‘ ‘ AP - Armed Forces Pacifir ‘ ‘ 96328

Refersnce Mumber

(i) [] Saveto Address Book

(@) Status Notifications: OFF

(] Hold for Pickup at Post Office™

Huoid For Pickup Is unevallalis with your curment pECKEgS selsctions
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d) Option 2: Toselect a saved address from your Address Book. Q$elkAddress Booto
access your Address Book.

Step 1: Enter Recipient Details

Please provide information about the delivery address below. Recipient Information is
required before selecting mailpiece services.

USPS® Smart Lockers: Available in select locations, USPS® Smart Lockers let

@ you ship mailpieces to people via self-service pickup at free, secure Smart
Lockers in Post Office™ locations. (Recipient email address required ) Learn
more.

Use Address Book

First Mame ML Lzst Mame

Company

Country

United States of America A%

ii. Search for your desired recipient addremssdclickUse This Addres The
selected address shoutden automaticallypopulatewithin the Recipient Detail

fields.
X
Address Book
Manage my Address Book > Search results 1-1 of 1 Results per page
]AJIABCDEFGHIJKLI.-‘INDPGRSTUV
Search Contacts —
w X Y 2z
All Contacts (1)
Name (Last, First) Company Location
[ -] KENT, CLARK 300 SUPERMANT ST
CHARLOTTE NC, 33333-0000

UMNITED STATES

Use This Address
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4) Enter the Referencélumber(optional)
c) If you would likeo entera reference numberenter the numbein the Reference
Numbertextbox

Step 1: Enter Recipient Details

Please provide information about the delivery address below. Recipient Information is
required before selecting mailpiece services.

USPS® Smart Lockers: Available in select locations, USPS® Smart Lockers let

@ you ship mailpieces to people via self-service pickup at free, secure Smart
Lockers in Post Office”™ locations. (Recipient email address required.) Learn
more.

Use Address Book ‘

First Mame ML Last Mame

Jane ‘ ‘ ‘ ‘ Doe

Comparry

Country

United States of America ~

“Strest Address AptSute

UINIT 5121 ‘ ‘

“City “Siate “ZIP Coda™

APO ‘ ‘ AP - Armed Forces Pacifie” ‘ ‘ 96328

Referance Number

[0 save to Address Book
(T Stetus Notifications: OFF

[] Hold for Pickup st Post Office™

Hoid For Pickup IS unevallelis with your curmsnt pEckags selsctions
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5) SelectRecipientStatus Notifications (optional)
Within Enhanced Cliek-Shif® you have the capability thave he recipientreceive shipment
statusnotificationsvia email, text, oboth (note,internationalphonenumbers are currently not
supported in the Enhanced ClNiGhip®applicatior).

c) If you would like theecipient toreceiveemail notifications about the mailpiece, select
the Status Notificationgoggle fromOFRo ON

Step 1: Enter Recipient Details

Please provide information about the delivery address below. Recipient Information is
required before selecting mailpiece services.

USPS® Smart Lockers: Available in select locations, USPS® Smart Lockers let

@ you ship mailpieces to people via self-service pickup at free, secure Smart
Lockers in Post Office™ locations. (Recipient email address required.) Learn
more.

Use Address Book ‘

First Mame WL Last Mame

Jane ‘ ‘ ‘ ‘ Dos

Compary

Country

United States of America w

“Strest Address Apt/Sute

UNIT 5121 ‘ ‘

“Gity “Siate “ZIP Code™

ARO ‘ ‘ AP - Armed Forces Pacifier ‘ ‘ G328

Referance Mumber

[0 save to Address Back
|(:J Status Notifications: OFF |

[J Held for Pickup at Past Offica™
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(b)

(c)

d) Enteri KS NB GuailadidegsardBor Phone Nimber (domestic only)
e) Seled the Type ofNotifications that you wantthe redpient to receive

] Saveto Address Book
@D Ststus Notifications: ON

Please confirm or enter the recipient's contact information.

Email

Phone 7 SMS Text Messages

Select updates sent to recipient.

Email  Text

] | All Below Updatea
O O Expected Delivery
L] O] Day Of Delivery
0 [l Package Delivery
0 O Pickup Availability
0l O Delivery Excepticn
O ] Packags In Transit
Privacy Act Statement:

Your information will be used to provide customers with information about the status of
mailings within the USPS network. For more information regarding our privacy policies

visit www.usps. com/privacypolicy.
] Held for Pickup at Post Office™

Haid For Piciup Is unevallabie with your curment peckags selsctions
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6) SelectHazardousMaterial Type(lf Applicable)

c)

d)

Selecty S &yQur mailpiececontains ay potential hazardous or dangerous material
such as batteries, perfume, paint, aerosols, and moi@ t A \Dew exdyiple¥of
mailable andhonmailablehazardous materiatior a detailed list).

{ St B®d G A FmailpirosdNds not contain any hazardous or dangerous materials.

Does this parcel contain anything potentially hazardous?

FPotentially hazardous items may include batteries, perfume, paint, aeroscls, 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 cuffs, thermostats, and switches. Learn
Morg

*Are you shipping dangerous goods or hazardous materials? @

) Yes
) Ne

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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e) If YESs selectedread through theHAZMATexample itemgop and select understand
to proceedwith sdecting a @tegory type.

HAZMAT

The following items are considered hazardous materials (HAZMAT) or Dangerous Goods

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

Mailable HAZMAT HAZMAT (|

Aerosol spraye Air bags

Batteries (non-spillabls) Ammunition

Dry lce Bulk shipments of HAZMAT

Flarmmable liquids Dynamite

Lighters (USPS authorization required) Fireworks

Lithium Batteries Gasoline

Matches High Powered Lithium Batteries (i.c., bikes, electric cars, scooters)
Nail Polish Remover *Mercury

Perfume Pure Acetone

Propane

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

Mote: This is not an all inclusive list of mailable or prohibited items. Please refer to USPS
Publication 52 (Pub 52) for quantity, packaging. and labeling guidance for mailable items and/or to
ensure your shipment is not prohibited in the mail.

ippi properly prep declared or prohibited HAZMAT can result in civil and
criminal penalties under federal law. The following tutorial will help you learn how to securely
package, label and ship HAZMAT for domestic destinations through USPS®. View tutorial at
WWW.usps.com/hazmat

’ 1 understand ‘ l Nevermind, | am net shipping HAZMAT

f) Selet a ategory typeby clicking on thelropdown button andselectingthe HAZMAT
type.

“What type of mailable HAZMAT are you mailing? (if not listed, it may not be mailable.
Learn More]

II Select v I
ir Eligible Ethanol {authorized fragrance and hand sanitizer shipments) -
Toy Propellant/Safety Fuse

Hazardous Materials Class 3 - Package (Hand sanitizer, rubbing alcchol, ethanal base products, flammable liquids etc)

Radicactive Materials (2.g.. smoke detectors, minerals, gun sights, sic. - Special requirements Packaging Instructions 7A requirements)

Air Eligible Corrosive Materials (certain cleaning or tree/weed killing compounds, etc.)

Sesled lead acid batteries

Lithium Batteries - New Individual or spare lithium batteries (marked UN3480 or UN3020 cnly)

Lithium Batteries - Used electronic devices containing or packaged with lithium batteries (markings required)

Lithium Batteries - New electronic devices packaged with lithium batteries (marked UN3481 or UN3091)

Dry Ice (limited to 5 lbs. if shipped via Air}

Lithium Batteries - New slectronic devices installed or packaged with lithium batteries (no marking)

Magnetized Materials

Safety/strike on box matches, book matches, mailable flammable sclids only

Hydrogen peroxide (8 to 20% concentration)

Organic Peraxides

Toxic materials (pesticides, herbicides, etc)

Biological Substance, Category B (i.e., Lab Test) marked UN3373

Excepted Quantity Provision {e.g.. small volumes of flammable liquids, corrosive, toxic or environmentally hazardous materials - marking required)
Surface Only Hazardous Materials (For items that are not listed, but are restricted to surfacs only)

Air Eligible D000 Consumer Commodity (Non-flammable aerosols, Flammable combustible liquids, Toxic Substance, Miscellansious hazardous materials) ¥
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7) Selecthe InternationalServiceand Mailpiecel'ype
a) Select thedate you would like themailpieceto ship(you may select a date up to 3 days
from today).
b) Choosehe Mailpiece Type(USP®FIlat Rate Packagingr Choose your owhox).
i. If you £lect USP®Flat Rate Packagingselecta service ype from the drop
down, and then selectView Mailpiece Types.

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 3 day=s from today.

i)

0772024

Choose Your Mailpiece Type
Q) USPST Flat Rate Packaging

() Choose yvour own box

Select Your Service and Mailpiece Type

Selecting a Priority Mail Flat Rate® product or a Priority Mail Express Flat Rate® product
requires 1USPS® provided packaging.

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

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

Pricrity Mail International® -
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(i)

(i)

ii. If you selecChoose your own bgylease entethe mailpieceweight,
dimensiong(if shipping amailpieceA NB | & SNJongK I Yy MH £

ii. If your mailpiece is not a standartectangularbox, selet the Thismailpiece
isn@a standard rectangularbox checkbox and enter th&irth (if applicable)

Step 2: Select Service and Mailpiece Type

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

Shipping Date

Choose & date up to 3 days from today.

Bk

07772024

Choose Your Mailpiece Type
() USPS® Flst Rate Packaging

Q Choose your own box

“What is the weight of your mailpiece?

‘{] Ib ‘EI oz

“What are the dimensions of your mailpiece?

Length Width Height

0 in

a in‘

Thia mailpiece isn't a standard, rectangular booc

gich (@)

1] in‘

Do any of the below characteristics apply to your mailpiece? @

None w
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iv. If yourmailpiececan be consiered anon-machinabldgtem, click onthe
dropdown andseled the characteristidthat best appliesd your mailpiece

Step 2: Select Service and Mailpiece Type

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

Shipping Date

Choose & date up to 3 days from today.

0772024

Choose Your Mailpiece Type
) 1USPS™ Flat Rate Packaging

Q' Choose your own box

“What is the weight of your mailpiece?

‘{] b

‘5 oz‘

“What are the dimensions of your mailpiece?

Length Width Height

A in 5 in

[] This msilpiece isn't a standard, rectangular beox

Do any of the below characteristics apply to your mailpiece? @

None v

Glaas container with more than 24oz of liquid

Metal or plastic container with more than 1 gallon of liguid
Metal-banded parcel

Insecursly wrapped e product
] Can, Roll, or Tube

Woaoden or Metal box

I Bocks or other printed material weighing more than 25 pounds

£0
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c) Select &Service Typdy clicking on the dropdown button and selecting from the options
available.

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?

Select a Service v
Priority Mail International® 6-10 Day Delivery | Starting from $39.53
Priority Mail Express International® 3-5 Day Delivery | Starting from $53.07
First-Class Package International Service® Varies by Destination | Starting from $14.96

d) After the Service Type is selected, chttw Mailpiece Types and select anailpiece
type from one of the options available based on your previous selections.
i. Note, the pices and scheduled delivery dates displayed are calculated based on
the Service Type selectjigour Return Addresand Recipient Address locations.

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 International® - ‘

(d) View Mailpiece Types

Prices are based on shipping Priority Mail International® from ZIP Code™ 54602 to
Mexico on 02/29/2024.

Mailpiece Type Scheduled Delivery Price
. o Priority Mail International® Choose Your See Estimated Delivery in $54.85
( | ) Own Box Label Manager Per Label

(Choose your own box)

Don't see your Mailpiece Type? Update your Shipping Date, Package Type, and Service Type to see
other options.
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8) EnterMailpieceContent Detail§¢Optional)
a) The Content Details section is only requiredYor A f LiharégBi@ & Customs Form
(International Labels)

Step 3: Content Details
This information is required for labels that require a customs form.
Mailpiece Details

Mailpiece Value

$ |0

Enter a value up to and including $5,000.00

9) Select Extra Services
a) If you are interested in adding extra services to ymailpiece please select one of the
available Insurance options.

Step 4: Select Extra Services

Please select any extra services you would like to add to this label.

Insurance

O MNone

© Insurance Free

10)Select NorDelivery Options
a) Select how thanailpieceshould beoverseenin 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.
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11)

(a)

Input Mailpiecelnformation
InternationalY' I A £ Likcbi@ fueh@ry | A f LIAf@rae8on &ill out therequired
information:

a) Select the drop down under the contents section and select the category that the
describes youmailpiece

Step 6: Mailpiece Information

International mailpieces within certain categories accepted by the Postal Service and/or
delivery company must display an Internal Transaction Mumber {ITM), an AES Downtown
CGitation if unable to procure an ITM, or an AES Exemption.

*Contents
Select a content type v
WOTE: If your melling contalns & dangsrous good, Including any ftem with &
thium battery, you must chooss e Dangsrous Goods option.

Describe Your Mailpiece

Additionel Mailpiece Comments @

International mailpieces within certain categories accepted by the Postal Service and/or
delivery. Gompany must display and Internal Transaction Mumber {ITM), an AES Downtown
Citation In unable to procure an ITM, ar an AES exception.

Choose an AES Exemption -@

MWOEEI 30.37(a): Mailpiece value is less than $2 500 w

[J This shipment requirss an export licenss Most U.S. commercial experts do not require & license

Sender's Custom Reference Mumber

Commercial Senders Only

License Mumber @

Certificate Mumber @

Invoice Mumber @
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12)Fill outthe CustomForm
Thiscustomsform is used to declare the contents of yodr A f LIk &d@rSdpass through
the corresponding Custom Agencies that control the flow of goods in and out of each country

a) Tobegin filling out a customs fornselectAdd 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 Customs Agencies that control the flow of goods in and out of each
country. When shipping internationally, to a US territory, or for military (APO/FPO)
shipments, a customs form is required.

Enter information for each item Max 30 iterms
Item & Description HS Tariff # Country of Origin =~ QTY  Value Weight
01lbs 0 ozs

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

Add an Hem
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(b)

(c)

(d)

(e)

(f)

(9)

b) Enter theitem description

c) Select acategorythat describes the itenthat isbeing shipped.

d) Enterthe item quantity, value, and weighof the item that is being shipped
e) Enter theHS Tariff Codef the item that is being shipped.

f) Select theCountry of Origirfor the itemthat isbeing shipped.

g) Once finished, sele@ontinueto proceed to the next step.

Enter information for new item

Enter Item Description

= ltem Description

Select a category describing this item

~ Select 2 category

Category W

Tell us more about this item

= Quantity = Item Valus = Weight (Jbs) = Weight {ozs)

|
®

$ 00.00 USD ‘ ‘ lbs ‘ ozs

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

Gurrent Weighi: Total Weight:
[0 lbs O ozs] [0 lbs & ozs]

HS Teritt Code ()

0000.00.0000

* Country of Origin -@
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13)ReviewCalculated Landed Cost Estimate
TheCalculated Landed Cost Estimie briefsummary ofyour estimatedlanded cosfor the
international labelincludes the sum of the calculation of duties, taxes, and other import fees)

a) To view a detailed breakdown of the duties, fees, and taxes, se¢ieat Summary
b) To receive a copy gburLanded Cost via email, enter your email and Sigkmit

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

uUsD.
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

(b) Submit

c) Review theDetailed Breakdown Summary of the duties, fees, and taxes

Item Breakdown of Calculated Landed Cost

Item Qty Value Weight

Shest Music 0 $100.00 0lbs, 1 028 Duties: $31.91
HS Tariff # Taxes: $13.40
Qrigin: US

Estimated Fees: $0.55
Estimated Duties and Taxes: $45.31
Total: 545.38
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14)Review Label Summary
a) Refer to theLabel Summaryo 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.

Label Summary

Priority Mail International® Choose Your Own Box $59.55
Insurance Free
Total $59.55

Add to Cart ‘ Save

15)Add Label to Cart or Save Label

a) If all required information is correct and you would like to proceed to purchase the
label, clickAdd to Cartand you will be redirected to the Label Cart to complete your
purchase.

b) If all required information is correct and you would like to save you label,saigito
save your label to your Label Managiiote, 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.i

Label Summary

Priority Mail International® Choose Your Own Box 559.55
Insurance Free
Total $59.55

Add to Cart Save

(a) (b)
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How to Create a Label Usif§Barty AuthorizatioiBusineséccounts)
EligibleEnhanced Clied-Shig®Business Users can natilize the rates and Enterprise Payment System
(EPS) Billing Accountasfother useto create, purchase, and ship labels on their behdtllmwing the
steps below.
1) SelectaPayer Account
a) On theEnhanced ClieK-Shig®Homepage, sele@witch Payer Accourtb choosethe
t I @SNRA 9t{ I 002dzy UGtkelabel@®®dz 61 yi G2 dzasS 2
b) Note,you can also switch between payer accounts via the Label Cart and Preferences

section.
- = ® Switch Payer Account
Click-N-Ship ] \S Cert
Shipping with account: 94883629 o
Label Manager / Shipping History / AddressBook / USPSConnect® / 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.

B What's in your Label Manager?
Hi, Greg! ¥ g
Welcome to the new Click-N-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 Labels
new labels, manage your address book, and more!
3 0
View Label Manager ] I Switch Payer Account ® Incomplste Batches ® Complete Batches

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

Ei B

(e

. Create a Batch Import Labels Start From Address Book
Create a Single Label
o Organize your labels into a batch Import multiple labels via a File Start multiple labels in Label Manager
Greate individual labels manually : ) . L R
and utilize our streamlined multi- Upload and continue editing in by bringing in addresses from your

within our improved creation process.

label creation process. Label Manager. Address Book
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(b)

¢) Qick on thedropdown under theSelect Accounsectionandselectthe Paye@ EPS

accountthat you want to use

d) Note,anytime you switcliPayer EPS accounts, the label(s) in their Label Manager and

Label Cart will be unique to that specER3ccount.

el hyOS GKS tI &@SNRa 9t {SaleAdocumpypivcedddith aréafing Ol SR>

label(s)

f) If you want to utilize your own personBP Sccount to create and purchase label(s),

selectSwitch 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.

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) BeginSingle Label Creation Processvo Options

b23SY { KALILISNE gAf
label(s).

A e

t v 2/pricésBhert cbehtiSg ofipirchasti¢ G K S

a) Option 1: SelecCreate a Single Labkicated on the landing page.

Click-N-Ship®

Switch Payer Account 1
\ i Cart
‘Shipping with account: 94883629 L

Label Manager / Shipping History / AddressBook / USPSConnect® / 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!

Welcome to the new Click-N-Ship Enhanced Shipping experience! Here you can view your
account information, start your Glick-N-Ship experience, access previous labels, create
new labels. manage your address book, and more!

View Label Manager ] I Switch Payer Account

What's in your Label Manager?

0 5
® Incomplete Lebels ® Complete Labels
3 0

® Incomplete Batches ® Complete Baiches

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

Create a Single Label Create a Batch
QOrganize your labels into a batch

and utilize our streamlined multi-
label creation process.

Greate individual labels manually
within our improved creation process.

Start From Address Book

Import multiple labels via a File Start multiple labels in Label Manager
Upload and continue editing in by bringing in addresses from your
Label Manager. Address Book.

Import Labels

b) Option 2: Click oNew Labelocated on the Label Manager page.

Click-N-Ship®

Al Labels (67) Batches (72)
Use Address Book

€ NewLabel

/ Shipping Histery / AddressBook / USPSConnect® / DirectGonnect / Preferences

C' Refresh Add All Complete to Cart >

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

New Batch n Edit Service And Mailpi;ce ° »and Mailpiece Mailpiece Details Extra Services Total Price All Labels v
@ File Uplaad Bayaloune Priority Mail® Flat Rate  Value: $100 Signature s12.20
E lan Team LLC Envelope + Add Mailpiece  Confirmation™
Marketplace Import [ "~ Edit Service And Netails Insurance
ERMAN 5T - + Add Mailpiece i
BLUFF, NE, 89361-5800 Mailpiece Detail USPS Tracking @ Added to cart
Edit Service And Mailpi e Electronic Edit Label
it Service And Mailpiece Hidden Postage
Edit Extra
Services
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3) Verify your Sender Details
The Sender Details section is grepulated by default based on the address associated with
your account. To change or update this default address, refer to the Preferences tab located at
the top of the landing page.

a) To manually edit the Sender Details informatior.( Return Address, Email, Phone,
Tracking Notifications selectiong)ickEditto update those fields accordingly.
Remember to clickavewithin the Sender Details section to save any changes to the
Sender Detail fields.

b) If you are shipping from a different ZIP Cadban the ZIP Codeindicated in your
Return Address, please enter the correct shipping from ZIP Code 8hthdrom a
different ZIP Codz 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)

CIick-N-ship® Label Manager / Shipping History / Address Book J USPS Connect [/ Preferences \;J-Can

Sign Up for a Click-N-Ship® Business Rate Card and Save
Get Lower Sign U
Rates You wi!l hawve accass to non-published, discounted prices for your business shipping neads. Geat discountad business an Up

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

< Label Manager

You can save your label to Label Manager after you have entered the Recipient Information. Once all — s
required information is entered, you can acd it dirsctly to the Label Gart. ki ave

Step 1: Enter Recipient Details Sender Details
Please provide information about the delivery address below. Recipient Information is Each label you create will pre-populate with this sender
required before selecting package services information. If you would like to update this information, you may
do so in your Preferences. Otherwise, you can edit each label
USPS® Smart Lockers: Available in select locations, USPS® Smart Lockers let CrERiBIHTEE ST 20 ArerE: -
@ you ship packages to people via self-service pickup at free, secure Smart E
Lockers in Post Office™ locations. (Recipient email address requried.) Learn Return Address E
— Clark Kent
300 SUPERMAN ST

GHARLOTTE, NG 33333-0000

Use Address Book
Ship from & different ZIP Code™

First Name MU Last Mams I |I ( b )

Email
Company Clark kent@accenturefederal.co
| m

Phone

(704) 000-0000

Courtry

Unitad States of America ‘ v |
|:| Send me tracking notifications

= = | =]

~City “State “ZIP Code™

| | oo -] |

|:| Save to Address Book

(:) Status Notifications: OFF
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(icii)

4) Enterthe Recipient Detailg Two Options
Within Enhanced Cliek-Shif® you have the capability to either enter the recipient details
manually or select an address from your Address Book.

a) Option 1:To manually enter the recipient details, simply fill out theifilboxes with the

WSOALASYGQa bl YST /2YLIlye OAF | b AOlIofSox !
[ Note, f you would like themailpiecerecipient to get email notifications about
the mailpiec& OK S O

Click-N-Ship®

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

“ou will have access to nop-published, discounted prices for your business shipping needs. Get discounted business

Get Lower
Rates

gAtt

YySSR (2

0KS

G{ SYR wSOALASYI
SYGiSNJ 6KS NBOALASYyUGQa
message (up to 125 characters).

Note, you can save the entered address to your Address Book for later

NEFNBYyOS 2NJ dza S

Label Manager / Shipping History / AddressBook [/ USPS Connect [/ Preferences

N

oe

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

< Label Manager

You can save your label to Label Manager after you have entered the Recipient Information. Once all

required information is entered, you can add it directly to the Label Cart.

Step 1: Enter Recipient Details

Please provide information about the delivery address below. Recipient Information is
required before selecting package services.

USPS® Smart Lockers: Available in select locations, USPS® Smart Lockers let
@ you ship packages to people via self-service pickup at free, secure Smart
Lockers in Post Office™ locations. (Recipient email address requried ) Learn

more.

Use Address Book

First Name

Company

|

Country

I United States of America

"Street Address

|

“City

| | [ a-stome

|:| Save to Address Book

D Status Notifications: OFA

OKSOl102EAY 3

OYI At

SYI

a{l @8 0

;'r Cart

Add to Cart l

Save

Sender Details

Each label you create will pre-populate with this sender
information. If you would like to update this information, you may
do so in your Preferences. Otherwise, you can edit each label

once it is uploaded into Label Manager.

Return Address

Clark Kent
300 SUPERMAN ST
GHARLOTTE, NG 33333-0000

Ship from a different ZIP Code™

Emes

jared heidotting@accenturefeder
al.com

Phone

(513) 405-5475

|:| Send me tracking notifications

# Edit

84
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b) Option 2:Toselect a saved address from your Address Book. Q$elkAddress Booto
access your Address Book.

CI|ck-N-Ship® Label Manager / Shipping History / Address Book / USPS Conmect / Preferences \;fcan

Skip the surcharge. Ship with USPS: There will be no peak or demand surcharges this season. Plus, all enhanced Glick-N-Ship®
@ customers receive lower Commercial Rates. Businesses can save even more on postage when they sign up for a Click-N-Ship® Business

Rate Gard.

< Label Manager

You can save your label to Label Manager after you have entered the Recipient Information. Once all to Cart s
required information is entered, you can add it directly to the Label Cart. o ave

Step 1: Enter Recipient Details Sender Details

Please provide information about the delivery address below. Recipient Information is Each label you create will pre-populate with this sender

required before selecting package services. information. If you would like to update this information, you may

do so in your Preferences. Otherwise, you can edit each label
USPS® Smart Lockers: Available in select locations, USPS® Smart Lockers let once it is uploaded into Labal Manager.
@ you ship packages to people via self-service pickup at free, secure Smart

Lockers in Post Office™ locations. (Recipient email address requried ) Learn Return Address
S Clark Kent

300 SUPERMAN ST
CHARLOTTE, NG 33333-0000

(b)
Ship from a different ZIP Code™

First Name ML Lest Name
Ema
Cempany jared.heidotting@accenturefeder
I I al.com
Prone
e (513) 405-5475
United States of America | v l

[ Send me tracking notifications

c) Search for your desired recipient addresslclickUse This Addresd he selected address
shouldthen automaticallypopulatewithin the Recipient Detail fields.

Address Book

Manage my Address Book > Search results 1-1 of 1 Results per page

Al A B C D EF GH I J KL MMNOWPQQWRS T UV
Search Contacts —_—

w X vy Zz
All Contacts (1)

Name (Last, First) Locati

© KENT, CLARK 300 SUPERMANT ST
CHARLOTTE NC, 33333-0000
UMNITED STATES

Use This Address
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(alb)

(c)

5) SelectHazardous MaterialSype(lf Applicable)

a) { St S Sifiyautmailpiececontains any of the following hazardous or dangerous material
batteries, dry ice, flammable liquids, aerosol sprays, air bags, ammunition, fireworks,
gasoline, lighters, lithium batteries, matches, nail polish, nail polish remover, nitrogen
refrigerated liquid, paint, perfume, aerosols, camping stoves, radioactiveriala, solvents
YR Y2NB o600t A0l 2y WY2NB SEIlFYLX SaQ F2NJ RSOl A

b) SSf NG APFmailpizcedds not contain any hazardous or dangerous materials.

c) IFT W, Saé¢ Aa caBdor® Quefér & hazaBléus dd dangerous material.

Does this parcel contain anything potentially hazardous?

This category includes items such as batteries, dry ice, flammable liguids, asroscl sprays,
air bags, ammunition, fireworks, gasoline, lighters, lithium batteries, matches, nail polish,
nail polish remover, nitrogen-refrigerated liquid, paint, perfume, aerosols, camping stoves,
radioactive materials, solvents, and more. See examples

If you use the United States Postal Service to ship products that contain hazardous
materials, including lithium batteries, the newest changes to USPS Publication 52 (Pub 52)
will affect your shipmenis.

The following tutorial will help you learn how to securely package, label and ship HAZMAT
for domestic destinations through USP3®. View tutorial at www.usps.com/hazmat

Hazardous items must ship in separate packages.

Are you shipping dangerous goods or hazardous materials?

O ves
O Mo

Select a category

Selact a categary

Select a hazardous or dangerous material category: w
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6) Selecthe Service Type
a) Select thedate you would like themailpieceto ship(you may select a date up to 3 days from
today).
b) Choosehe Mailpiece Type(USPS Flat Rate Packaging or Choose your own box)
i. LT &2dz aSf SOl & Ipl&aBeeitéhe indilpigNéweighty 02 E X ¢
dimensiong(if shipping amailpieced NB | G S NJ { Kahdgirthyii ¢ € 2y 30
applicable).

Step 2: Select Service and Mailpiece Type

Fill out the information below and aslect yvour asrvice and mailpisce type.

Shipping Date

Cnoosa B date up to 3 deys from today.

(a) 02/29/2024 &
[choose Your Mailpiece Type
(b) () USPS® Flar Rate Packaging

Q) Cheoose your own box

[f the weight vou enter is l2ss than the actual weight of the mailpiscs, the
Fost Service™ will require additional postage either at the time of mailing
or delivery.

“Plesss enter your total malipiscs walght.
Entar a value of 0 or higher for pounds and cunces.

‘ 1] Ibs 0 oz ‘
(1)
Enter the dimensions if known.
Lemgtn Wit Height
L] in ‘ H in 0] in ‘

[] This mailpiece isn't a standard, rectangular box

Do ey of the bslow characteristics apply 1o youwr meliplecs?

If muitiple apply, please salect one. Otherwise, choose Monea.

‘ Mone
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c) Select &Service Typdy clicking on the dropdown button and selecting from the options
available.
i.  Note:USP&onnea®LocalService 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 Express Flat Rata® product
requires usps® provided packaging.

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

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

(c) Selact a Senvice -
Priority Mal® 1-3 Day Delivery [ Starting from $7.60
Friorty el Express® 1-Z Day Daiivery | Starting from $30.45
USRS Connect® Local 1-2 Day Delivery [ Starting fom $5.65
()
USRS Connect® Local Mall 1-2 Day Delivery [ Starting from $2.65
USAS Ground Advantage™ 2-5 Day Delvery | Starting from $5.79
USRS Ground Advantage™ Cublc 2-5 Day Dellvery | Starting from $6.67
Priority Mal® Cubic 1-3 Day Delvery [ Starting from $5.01
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7) Selecthe MailpieceType(Two Options)
a) Option 1:ForUSPSonnec®LocalService Typeg click on theView Mailpiece Types
button and select anailpiecetype from one of the options available based on your previous
selections.

i. Note,asthe Shippgré 2dz gAft y20 0SS FotS G2 asSS i
when creating label(s) for them

Select Your Service and Mailpiece Type

Salacting a Pricrity Mail Flar Rate® product or & Priority Mail Exprass Flat Bame® product
requires LISPS provided packaging.

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

Sarvice Type- which shipping mathod would you like for this mailpiece?

‘ SPS Connect® Local r ‘

View Mailpiece Types

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

Prices are basad on shipping USPS Connect® Local from ZIF Code™ 63103 1o 63103

on k3/29/2024.
Mailpiece Type Scheduled Delivery Price
() USPS Connect® Locsl Fiat Rate Box Same-Day of Naxt-Day F—.—"
187 3 31027 % 1418 Delivery
") USPS Connect® Locel Large Flat Rate Bag  Seme-Day or Next-Day F—.—"
(a) 14" x 17" Delvery
l:l USP3 Connect® Local Small Flat Rate Bag Same-Day or Hext-Day F—.—"
8" x 12" Delivery

Diom't 582 your Malplecs Typa? LUpdets your Shioping Dats, Packags Tyos, and Ssrvics Typs 1o 555
othsr optlons.
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b) After theMailpiece Typss selected, select thBrop-off Locationfrom the options
displayed:
i.  Note: Thesameday / nextday dropoff locationsthat are displayedre
determined by the sender address entered in stéfpliew the full list of
locations available, sele@how 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")

(b) 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.

(i) Show More Locations

‘L‘Rockwull

ae

N
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c) Option 2:Forall other Service Typeg click on theView Mailpiece Typesbutton and select
a Mailpiece Type from one of the options available based on your previous selections.
i. Note,asthe Shippege@ 2dz gAft y20G 0SS FotS (2
when creating label(s) for them

Select Your Service and Mailpiece Type

Selecting a F"ri-:jit,r Mail Flar Rate® product or a Priority Mail Express Flat Rare® product
requires LWSPS provided packaging.

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

Earvics Typs: which shipping mathod wauld you like for this mailpiecs?

| Priority Mail@ ud |

=

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

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

on 03/29/2024.
Mailpiace Type Scheduled Delivery Price

Q) Priority Msil® Fiat Rats Envelope Apr 01, 2024 F—.—"
121727 x 8-152" 2-Day Delivery

- Priority Msik® Large Flat Rate Box Aproi, 2024 E5—.—"
1214  x 12" x & 2-Day Delivery

() Priority Msil® Legal Fiat Rste Envelope Aproi, 2024 F—.—-
1Eaa 2-Day Delivery

(1)
() Priority Msik®: Medium Flat Rate Box Apr 01, 2024 F——"

11" x B8-1/2" x 5-1/2" 13-5/8" x 17-7/8" x 3-3/8" 2-Dey Delivery

- Priority Maik® Padded Flat Rate Envelope Aproi, 2024 E—.—"

124102" x 812" i
arhe mEl 2-Day Delivery

() Priority Mail® Small Flat Rate Box Aproi, 2024 F—.—"

5-3/8" % B-508" x 1-508"
5-3/8" x 8-5/8" x 1-578 2-Day Delivery

() Priority Msil® Small Flat Rate Envelope Aprot, 2024 F—.—"
& 10" ]
= 2-Day Deliveny
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8) Enter Content Details (Optional)
The Content Details section is only requiredrfailpiecethat require a Customs Form

a)
b)
c)
d)
e)
f)
9)

(d)

(f)

Enter the item description.

Enter the ltem weight lbs)A T y 24 | LILX.AOF6f S SYGdSNI wnQ
Enter the itemweight 02A F y 24 F LILX. AOFo6f ST SyiSNI wnQ
Enter the item value.

Enter the quantity of the item.

Add another item.

Enter the mailpiece value.

Step 3: Content Details

This information is required for labels that require & custama form.

ltem Details
If vou'd like to add items, uas the fields below.

ltem #1
ftsm Description (2) ftem Ibs (b) tsmeoz  (C)

Ibs oF

ftam Valus amyr

(e)

+Add lem

Mailpiece Details

nalipiecs valus

s o (9)

Entsr 8 velus up to and Incluging 55,000.00
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9) Select Extra Services
a) If you are interested in adding extra services to your mailpiece, please select one of the
available Insurance options and Signature Services options.
i. Note,asthe Shippgré 2dz gAft y204 06S FotS G2 ass
when creating label(s) for them

Step 4: Select Extra Services

Please select any extra services you would like to add to this label.

Priority Mail covers up to $100 of the mallpiece value. For mailpieces with a
value over $100, additional insurance can be purchased to cover the
balance.

Insurance

() Mone

©Q Insurance —_

Signature Services

Q nNone

(O Adult Signature Restricted () —_
Delivery 21 or Older

O Adult Signature 21 or Older @ —_
Requirad

(O sSignature Confirmation™ -

Additional Delivery Services

o
m

lectronic *

Tracking

|:| Lakel Delivery - Outbound —_

Return Services
Thiz iz the only oppeortunity to create & return label for this outgoing label.

|:| Create a return label Free*
It iz free to create & raturmn label. You

will only be charged if this return labal
is used.

‘Prices gatermined on payment
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10)Review Label Summary

a) Refer to theLabel Summaryo 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.

0S5

i. Note, asthe Shippgré 2dz gAftf y2i
when creating label(s) for ¢m.
Label Summary
USPS Tracking Electronic
nsurance
Total Unavailable

Prices detsmminaed ot pEyTent

Add to Cart ‘

Save

11)Add Label to Cart or Save Label

ot S

g2

ass

a) If all required information is correct and you would like to proceed to purchase the
label, clickAdd to Cartand you will be notified about USBSmart Locker availability
b) If all required information is correct and you would like to save you label,saigito

save your label to your Label Manager

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

purchasingti

Label Summary

USPS Tracking Electronic

nsurance

Total

Add to Cart

Unavailable

‘Prices getaminsd an pEymsnt

Save

(a)

(b)
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How toCreate aviulti-LabelBatch
Createmultiple labels for multiple recipients via tl@chmethod.

1) Begin MultiLabelBatchProcess
a) Option 1:SelectCreatea Batchlocated on the landingage.

click-N—Ship® Label Manager / Shipping History / AddressBook [/ USPSConnect / Preferences \,EJ-QEIT

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

Get Lower
Rates “You will have access to non-publishad, discounted prices for your business shipping neads. Get discounted business

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

Hi, Ted! What's in your Label Manager?
Welcome to the new Click-N-5Ship Enhanced Shipping experience! Here you 86 10
can view your account information, start your Click-N-Ship experience,
access previous labels, create new labels, manage your address book, and EECaTE e Uiz Lizn
more!

11 0

# [ncomplate Batches ® Complete Batches
View Label Manager

Want to create an Enterprise Payment Account (EPA) to pay and manage services online through a singls

account? Create one today or read more about the benefits of the Enterprise Payment System (EPS). Once Create an EPS Account
you create an EPA, activation may take up to 24-36 hours.

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

(o

Create a Single Label Create a Batch Import Labels Start From Address Book
Organize your labels into a

Creste individual labels manually Impart multiple labels via a File Start multiple labsls in Label
R . batch and utilize our i -
within our improved crsation . Upload and continue editing in Manager by bringing in addreases
streamlined multi-label creation
process. Label Manager. from your Address Book.

process.

b) Option 2: ClickNew Batchfrom the Label Manager Page

Click-N-Ship® o can

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

Al Labels (67) Batches (72)
m Use Address Book C' Refresh Add All Complete to Cart >
New Label
= \ date and time created. Each new label will appear at the top of the table,
New Batch Service and Mailpiece Mailpiece Details Extra Services Total Price All Labels v
BF File Upload Sayaloune Priority Mail® Flat Rate  Value: $100 Signature $12.20
jan Team LLG Envelope + Add Mailpiece ~ Confirmation™
B Marketplace Import ERMAN ST Edill gewice And Details Insurancs
BLUFF. NE. 69361-5800 Mailpiece USPS Tracking & Added to cart
- Electronic Edit Label
Hidden Postage
Edit Extra
Services
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2) Verify yar Sender Details
The Sender Details section is grepulated by default based on the address associated with
your account. To change or update this default address, refer to the Preferences tab located at
the top of the landing page.

a) To manually edit the Sender Details informatior.( Return Address, Email, Phone,
Tracking Notifications selectiong)ickEditto update those fields accordingly.
Remember to clickavewithin the Sender Details section to save any changes to the
Sender Detail fields.
b) If you are shipping from a different ZIP Cadban the ZIP Codeindicated in your
Return Address, please enter the correct shipping from ZIPYChdg G KS W{ KA LJ T NI
different ZIP Codefield. (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)

= - 0
CI'c k-N-Sh|p® Label Manager / Shipping History / Address Book [/ USPSConnect [  Preferences \J Cart

@ Skip the surcharge. Ship with USPS: Thers will be no peak or demand surcharges on holiday shipping this season. Plus, all enhanced Click-
N-Ship® customers receive lower Commercisl Rates.

Create your Batch

Fill out the information about the batch vou would like to create.

Once yeu fill out this information, you will be brought to the Sender Details

Batch View' where you can easily create and edit multiple Each label you create will pre-populate with this

labels at once. sender information. If you would like to update this
information, you may do so in your Preferences.

Batch Details Otherwise, you can edit each label once it is uploaded

into Label Manager.
Estch Nams foptional)

You can name your Eatch hare. If you don't name it, & name will be generetsd based

on ine dsts end time of creation {s.g. Ssich 04/05/2021, 05:34 PM)

Return Address
Clark Kent

300 SUPERMAN ST

CHARLOTTE, NC 33333-0000

Estch Motss foptionsl)

Ship from a different ZIP Code™

(b)

Email

clark.kent@gmail.com

Phone

(704) 780-0052

|:| Send me tracking notifications ( a )

# Edit
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(a-b)

3) EnterBatchDetails and CreatBatch

a) Enter aBatch NameIf no name is enteredt, will autogenerate datchname

b) EnterBatch NotegOptional)

c) SelectCreateBatchto be directed to theBatchSummarypage and to start adding

recipients.

Click-N-Ship®

Label Manager / Shipping History / Address Book / USPS Connect® / Direct Connect

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 create and edit multiple labels at once.

Batch Details

Batch Name (optional)

You can name your Batch here. If you don't name It, a nama will be generared based on the date
and time of creation fe.q. Batch 2024-01-30, 18:00)

Batch Notes (optional)

Cancel

S cart
—

Preferences

Sender Details

Each label you create will pre-populate with this sender
information. If you would like to update this information, you
may do so in your Preferences. Otherwise, you can edit each
label once it is uploaded into Label Manager.

Return Address

Earth Actually
300 SUPERMAN ST
SAN ANTONIO, TX 78255

Ship frem a difierant ZIP Code™

Email Phone

john.doe@gmail.com (704) 780-0000

(c)

I Create Batch I
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4) Adding Recipients

a) Option 1:Add Recipients to hatchvia File Uploadhy selectig Add from File Upload.

Click-N-Ship®

Label Manager

f{  Shipping History [ Address Book J USPS Gonnect [ Preferences

O/ o

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 learmn more.

{ Back to Batches

Batch: John Doe (1 Label)

Batch Summary

Total $14.75

Add Recipient

O Ship Date  Recipient Service and Mailpiece

Sender Information
Clark Kent

300 SUPERMAN ST
CHARLOTTE, NC 33333

Mailpiece Details

Edit l l C Refresh

Batch Notes

Add All Complete to Cart >

Extra Services Total Price  All Labels -

1O 11/17/2023  Johnny Doe
300 SUPERMAN ST
DECATUR, GA 30000-0000 3

Your Own Box

Pricrity Mail Express® Choose

Edit Service And Mailpiece

1oz
Value: $100
+ Add Mailpiece

Details

USPS Tracking Electronic $14.75
Insurance
Edit Extra Services

b) Option 2:Add recipients to &atchvialLabel Manageby clickirg on the dropdown and

selectingAdd to Bach.

Click-N-Ship®

0
_ / Shipping History / AddressBook / USPSConnect [/ Preferences \._.rCari

I @ Hide Postage on Label - Choose if you want the postage price to appear on your printed domestic labels. Visit the Preferences tab to learn more.

All Labels (693) Batches (13)

New Label Use Address Book

O Ship Date  Recipient Service and
/" Edit # Edit # Edit

C Refresh Add All Complete to Cart >

Mailpi Details

# Edit

1 12/12/2023 Clark Kent
Pick up at:
@ 300 SUPERMAN ST
DECATUR, GA 30030-0000

Ship to:
PO BOX LOCKER
Decatur, GA 30030-2053

Priority Mail Express® Choose 10z
Your Own Box

Edit Service And Mailpiece

Value: $100

Details

+ Add Mailpiece

Add to Cart
Extra rice  All Labels v
/' Edi] Add to Batch
Duplicate
UsPs
Insuraf  Flag as Priority
Edit E:

Create Return Label

Add to Cart
Delete

Delete All Labels
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5) Select Service anMailpieceDetails
There are multiple ways to select your Service BlaipieceTypes. Step&)-(c) each outline a
different method to select service amdailpiecedetails for the recipients.

If you have 50 or morkabels destined for the same delivery area, you may be eligible $&S
Connec®Regional. More information obdSPS Conne®Regional can be fouritere.

a) Individual RecipientMethod: If you would like service and details specific to each recipient
O EditS2iviceytMailple® a0 diiitheZegipient) a

ez2dz YI &

up will appear where you can select tBervice and Milpiecetype forasingle recipient.

b) 49 RA G
ast Soi

iKS

I f If &l recipiritda@efh® sameService and Milpiecedetails, you may
GORAGE

LL A M

appear where you can select tiservice andMailpiecetype for all recipients.
c) Bulk ActionMethod: If there are sukgroup of recipients with the sanmeervice and

MailpieceRS G I A f & =

odzidi2yz

e 2dz

Y& OKSOl02E

you can select th&ervice and Milpiecetype for thesub-group ofrecipients.

Click-N-Ship®

I @ Hide Postage on Label - Choose if you want the postage price to appear on your printed domestic labels. Visit the Preferences tab to learn more.

< Back to Batches

Batch: John Doe (1 Label)

Batch Summary

5
Label Manager / Shipping History / AddressBook /[ USPSConnect / Preferences \anarl
Edit l l (* Refresh

Total

Add Recipient

$14.75

Add From File Upload

Sender Information Batch Notes

Clark Kent
300 SUPERMAN ST
CHARLOTTE, NC 33333

( c ) Add All Complete to Cart >

ShipDate  Recipient Service and Mailpiece Mailpiece Details Extra Services Total Price  All Labels S
# Edit # Edit (b) # Edit # Edit # Edit
+ Add Mailpiece
1 03/24/2023 Maya Pack Priority Mail® Flat Rate Envelope ) P Insurance $8.05
300 SUPERMAN ST Edit Service And Mailpiece Details USPS Tracking Electronic
Edit Extra Services

DECATUR, GA 30000-0000

2 03/31/2023 Leon S Kennedy
300 SUPERMAN ST
DECATUR, GA 30000-0000

(a)

Priority Mail® Flat Rate Envelope
Edit Service And Mailpiece

+ Add Mailpiece Insurance $8.05
Details USPS Tracking Electronic Add to Cart
Edit Extra Services

t I.&Pdp N 5

(i K @dptadnry | Y S &
I YERit & 8 LB @ @rgpidBv§i mein/Spopup will appear where
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https://uspsconnect.com/regional/?iom=H336-UC22-BSUC-SE-XXX-GO-XXX-XX-XX-X-USC&utm_medium=search&utm_source=google&utm_campaign=connects&utm_content=h336_uc22&gclid=EAIaIQobChMI_LD3mbWH9gIVs25vBB1hRAXpEAAYASAAEgLey_D_BwE&gclsrc=aw.ds

6) EditMailpieceDetails
There are multiple ways to entéailpiecedetails for your labels. Stef§a)-(c) each outline a
different methodsto selectenter Mailpiecedetails for the recipients.

a) Individual RecipientMethod: If you would like to inpuMailpiecedetails specific to each
NEOALASY (G @&2dz YMadpiede 3 ON A 2 §éy (i KE&SH 2B A LAA Sy G Q&
pop-up will appear where you can enter tivailpiecedetails fora single recipient.

b) a9 RA G ! f Ifa&lrecipiitKhAave the sanMailpiecedetails, you may select the
GORAGE o0dziG2y (MiDkea@SRA [0Sty ESd -upkwll EpgEEdwhere yoi LJ
can enter theMailpiecedetails for all recipients.

c) Bulk ActionMethod: If there are sulgroup of recipients with the samdailpiecedetails,

@82dz YIed OKSO1062E (KSANI yI dropdowrsbyttonjakdSeldctS F i = Of
0 K Bdigd 2 LJG A Argp-déwyi mehkASpopup will appear where you can enter the
Mailpiecedetails for the sukbgroup of recipients.

- - 5
Chck- N_Sh|p® Label Manager / Shipping History / AddressBook /[ USPSGonnect / Preferences \nf Cart

I @ Hide Postage on Label - Choose if you want the postage price to appear on your printed domestic labels. Visit the Preferences tab to learn more.

< Back to Batches

Batch: John Doe (1 Label) l Edit l l C Refresh
Batch Summary Sender Information Batch Notes
Total $14.75 Clark Kent
o ) 300 SUPERMAN ST
CHARLOTTE, NC 33333
(c)
Add Recipient Add From File Upload Add All Complete to Cart >
Ship Date  Recipient Service and Mailpiece Mailpiece Details Extra Services Total Price  All Labels -
# Edit # Edit 2/ Edit 2 Edit # Edit
1 03/24/2023  Maya Pack Priority Mail® Flat Rate Envelope + Add Mailpiece Insurance $8.05
300 SUPERMAN ST Edit Service And Mailpiece Details USPS Tracking Electronic
DECATUR, GA 30000-0000 ( a ) Edit Extra Services
2 03/31/2023 Leon S Kennedy Priority Mail® Flat Rate Envelope + Add Mailpiece Insurance $8.05
300 SUPERMAN ST Edit Service And Mailpiece Details USPS Tracking Electronic
DECATUR, GA 30000-0000 Edit Extra Services
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7) Select Extra Services
If you are interested in adding extra services to yilailpiecds), please select one of the
available Insurance options and Signature Services options

There are multiple ways to select your Extra Services forgduA f LIBBpI&8-@ &ach
outline a different method to seledExtra ®rvicesfor the recipients.

a) Individual Recipient Methodif you would liketo selectExtra Servicespecific to each

recipientyou mayclickthe ¢Edit9 E G NI { SNIA OS&¢ odzildzy Ay GKS

will appear where you can select the desired Extra Serficessingle recipient
b) a9 RA G ! f Ifyour bathidklabBl¥all have the sa®vice andMailpiecetype and

Ftf NBOALASY(G & NBIAdANB GKS abY$S 9EGNI { SNBAO

0SySIGK GKS &9 Bpdidip will &pddrivietedydu can seleét Betdesired
Extra Servicefor all recipients

c) Bulk Action Method:If there are subgroup of recipients with the sam@ervice and
Mailpiecetype thatneed Extra Services, you may checkbox their names on the left, click the
a ! Oddiopdbwnbutton, | Y R & S ESIO (i 2 [IK 5 Argp-déwyi menuk Spopup
will appear where you can select the desired Extra Services for thgrsub of recipients.

- - 5
Chck- N_Sh|p® Label Manager / Shipping History / AddressBook / USPSConnect / Preferences \nl' Cart

I @ Hide Postage on Label - Choose if you want the postage price to appear on your printed domestic labels. Visit the Preferences tab to learn more.

< Back to Batches

Batch: John Doe (1 Label) l Edit ] [ O Refresh
Batch Summary Sender Information Batch Notes
Total $14.75 Clark Kent

300 SUPERMAN ST
CHARLOTTE, NC 33333

(c)
Add Recipient Add From File Upload Add All Complete to Cart >
ShipDate  Recipient Service and Mailpiece Mailpiece Details Extra Services Total Price  All Labels v
# Edit # Edit 2/ Edit £ Edit # Edit
1 03/24/2023 Maya Pack Priority Mail® Flat Rate Envelope ~ + Add Mailpiece = o $8.05
300 SUPERMAN ST Edit Service And Mailpiece Details USPS Tracking Electronic
DECATUR, GA 30000-0000 Edit Extra Services
_ (a)
2 03/31/2023 Leon S Kennedy Priority Mail® Flat Rate Envelope + Add Mailpiece Insurance $8.05

300 SUPERMAN ST Edit Service And Mailpiece Details USPS Tracking Electronic
DECATUR, GA 30000-0000 Edit Extra Services
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8) 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 tadd labels to the cartStepqa)-(b) each outline a different method
to add labels to the cart

a) Individual Recipient Methodindividually add labels to cart BglectingAdd to Cartin the
NE OA LBWS y (1 Qa
b) a! RR ! f f Add all$abelé® dariby selectingAdd All Completeto Cart

- - 5
Chck- N_Sh|p® Label Manager / Shipping History / AddressBook / USPSConnect / Preferences \___I' Cart

I @ Hide Postage on Label - Choose if you want the postage price to appear on your printed domestic labels. Visit the Preferences tab to learn more.

< Back to Batches

Batch: John Doe (1 Label) Edit l l C Refresh l
Batch Summary Sender Information Batch Notes

Clark Kent
Total $14.75

300 SUPERMAN ST
CHARLOTTE, NC 33333

(b)

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

ShipDate  Recipient Service and Mailpiece Mailpiece Details Extra Services Total Price  All Labels -
# Edit # Edit # Edit /' Edit # Edit
1 03/24/2023  Maya Pack Priority Mail® Fiat Rate Envelope ~ + Add Mailpiece o000 $8.05
300 SUPERMAN ST Edit Service And Mailpiece Details USRS Tracking Electronic (a) Add to Cart .
DECATUR, GA 30000-0000 Edit Extra Services

z 03/31/2023 Leon S Kennedy Priority Mail® Flat Rate Envelope + Add Mailpiece Insurance $8.05

300 SUPERMAN ST Edit Service And Mailpiece Details USPS Tracking Electronic Add to Cart
DECATUR, GA 30000-0000 Edit Extra Services
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How to mport Labels via File Upload
Import multiple labels via the File Upload method outlined below

[,
ﬁ
CNSv2JobAid_FileUg

oad.xlIsx X ) i
included in this document once completed.

Download here

Please use this guide file and the steps below to understand the requ
fields and necessary inputs fenhanced Cliek-Shig®file upload.

Note, an updated Job Aid is currently under development which will b

1) Begin File Upload Process
a) Option 1:Selectimport Labeldocated on the landingage.

. . o
Click-N-Shi p® Label Manager / Shipping History / AddressBook / USPSConnect / Preferences v cart
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 neads. Get discounted business
rate prices for Priority Mail® and USPS Ground Advantage™ postage purchases.
Hi, Ted! What's in your Label Manager?
Welcome to the new Click-N-Ship Enhanced Shipping experience! Here you 86 10
can view your account information, start your Click-N-Ship experience,
sccess previous labels, create new labels, manage your addreas book, and G ES T iniEe ik
mare!
11 0

® [ncomplate Batches

View Label Manager

Want to create an Enterprise Payment Account (EPA) to pay and manage services online through a single

® Complete Batches

account? Create one today or read more about the benefits of the Enterprise Payment System [EPS). Once
you create an EPA, activation may take up fo 24-36 hours.

Create an EPS Account

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

Create a Single Label

Creste individual labels manually
within our improved creation
process.

(e

Create a Batch Import Labels

Organize vour labels into &
batch and utilize our
streamlined multi-label creation
process.

Impaort 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 addres=es
from your Address Book.
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b) Option 2:SelectFile Uploadocated on theLabel Managepage.

- - ® 2
Click-N-Ship v can
Label Manager / Shipping History / Address Book / USPS Connect® / DirectConnect / Preferences

All Labels (67) Batches (72)

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

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

£ NewBatch nt Service and Mailpiece Mailpiece Details Extra Services Total Price All Labels v
[T _File Upload Priority Mail® Flat Rate  Value: $100 Signature $12.20
lan Team LLG Envelope + Add Mailpiece  Confirmation™
B Marketplace Import ERMAN ST Edit Service And Details Insurance
JBLUFF NE, 68361-5900 Mailpiece USPS Tracking (& Added to cart

Electronic Edit Label
Hidden Postage
Edit Extra
Services
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(a)

2) Select Fildype

a) Toupload your owrpersonalfile, lectl have my own file to uploadthis includes the

downloadabletemplate provided)

i. Note, it is 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 selBawnload CSV Templatdo download
step by step instructions on how to fill out the template, sdbmt/nload

Instructions.

Upicad Flie Assign to = Ssich

Import a List of Labels

It’s eazy to import labels, up to 1000 at a time. Start by selecting a C3V file to upload.

What file would you like to upload?

Map Column Headers Import Lebsls

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

(O 1am uploading a file exported from an online marketplace

We recommend using a Click-N-Ship template to ensure field mapping accuracy.
However, you may upload your own version and manually map the fields that do not
automatically map.

Select CSV File to Upload

Download a Template and Instructions

A template CSV file is available

N Download CSV
= Template

We have provided instructicns to understand the required
and necessary inputs for successfully uploading labels.

Download l

4
l = Instructions

Read our FAQs for more information.
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3) Upload File
a) If your file uploads successfully, you will see a green box verifying its successful upload.
b) SelectNextto proceed to the next steps.

Upload File Assign to  Baich Mep Golumn Headsrs Import Labels

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? Atemplate CSV file is available

© 1 have my own file to upload (This includes the downloadable template provided) l Ii, Download CSV Template |

O 1am uploading a file exported from an online marketplace

We have provided instructions to understand the required and necessary

i ts i fulk loading label
File Selected: Johnny File Upload.csv B et

l 1, Download Instructions |

(& Upload Successful

a
( ) The file did upload successfully. Next, map the fields. T FAQS - T
ead our s for more information.

( b ) Fields Required

Required Recipient Information
Home Label Manager
First Name, Last Name, Address Line 1, City/Town, State, ZIP Code™
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4) Assign to Batch

a) To add the labels to an existing batch, sekdtl to an Existing Batch.
b) To add the labels to a new batch, sel€ttate a New Batch
i.  Note, if a new batch is selected, you can name the Batch of labels and addf notes
needed(optional)
c) Once ready, seletiext: Import Labeldo proceed to the next section.

Upicad Flie

Assign to a Batch

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

O Add to an Existing Batch

(alb)

o Create a New Batch

Assign 1o 5 Batch

Add Labels to an New Batch

Mame this Batch of Labels in Click-M-Ship

Batch Name [optional)

Batch Motes

l Add note for yourself {optional)

Home Label Manager

IMap Column Hsaders Import Labsis

Download a Template and Instructions

A template CSV file is available

n Download C5V
= Template

We have provided instructions to understand the required
and necessary inputs for successfully uploading labels.

Download l

4
l = Instructions

Read our FAQs for more information.

Fields Required

Required Recipient Information

First Name, Last Name, Address Line 1, City/Town, State,
ZIP Code™ and Country

Required Sender Information

First Name, Last Name, Address Line 1, City/Town, State,
ZIP Code™ Country, Email Address, Ceall Phone

Required Label Information

Package Type, Service Type, Shipping Date, Package
Weight
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(a)

5) Map Column Headers

a) To apply a saved mapping to the current one, select one fromi\gly a Saved Mapping
dropdown section

b) VerifythatyourF A f SQa O 2 haieYbgen K&ppeR 6 & ClitkShig®Label
Manager fields. If a field is not correctly mapped, you may select another field from the
drop-down menu.

Upioad Flie Aszign 1o 2 Bstch Iisp Column Headsrs Import Lebsls

Tell us about your columns

Mow it's time to tell us about your columns. We call this process “Field Mapping™. Map the column
headers is how you tell Click-M-Ship where your GSV information should appear.

Instructions: For each dropdown in column two, select the closest 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-Ship fields 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 fields will not be imported. Mot all fields are required.

Apply a Saved Mapping

I Select v I l Clear Mapping l
~ Raguired
Click-N-Ship Fields Your File's Column Headers Status Example from your file (15t row)
Recipient Information Mapping Recommended 15 of 15 Mapped Fields Recipient Information
“ Recipient ZIP Code
( b ) Recipient ZIP Code ~ [ Mapped 58311
Recipient Phone
Recipient Phone ~ | Mappad 16124268617
Recipient Address Line 3
Flacipient Address Line 3 ~ | Mapped -
“ Recipient First Name
Recipient First Name ~ | Mapped John
“ Recipiant Addrass Line 1 o .
Recipient Address Line 1 ~ | Mappad 15341 Elm Rd. North

Recipient Address Lina 2

l Recipient Address Line 2 R
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c) To save the current filed mappings as a template for future CSV upkrads the Field
Mapping Nameand selecSave as New Mapping save the templat€optional).
i.  Note, unmapped fields will not be imported.
d) If all information is correcandyou would like to proceedelectConfirm Mapping & Import

Recipient Email o .
Recipient Email ~ | Mapped jkbest83Egmail com
Recipient Urbanization Code
Recipient Urbanization Code ~ | Mapped _
Recipient Company/Org Nama
Recipient Company/Org Name ~ | Mapped _
* Recipient State
Recipient State ~ | Mapped MN
Sender Information Mapping Recommended 14 of 14 Mapped Fields Sender Information
Label Information Mapping Recommended 26 of 26 Mapped Fields Label Information

Make subsequent uploads a streamlined process. (Optional)

You have the option of saving the field mappings as a template for future GSV uploads. If you plan to import this CSV
template regularly, type in a name, we will save it for future use. (Leave blank if you don’t want to save it}

Field Mapping Mame

( c ) I Enter Name for this Field Mapping I I Save As New Mapping I

Home Label Manager
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6) Review Import Label Results

a) If the labelimport was successful, you will see a green box with the total number of labels

imported successfully.

b) If you have another file to upload, selddpload a New Filand repeat steps-b.
¢) If you do not have any other files to upload, selw in Label Manageto view the

imported labels in the newly created batch.

Upload File dissign 1o 2 Barch

Import Label Results

Total Labals Created

(a)
30of3
View Label Information in Click-N-Ship@ Import Another File
Go 1o Click-N-Ship Label Manager to view Have ancther fila? Return to the baginning of the
and edit the label information. procass to impert ancther CSV file.

Home Label Manager

Magp Column Headars Impor: Labsis

Download a Template and Instructions

Aternplate CSV file is available

l k) Download CSV Template ]

‘We have provided instructions to understand the required and
necessary inputs for successfully uploading labals.

l b, Download Instructions ]

Read our FAQs for more information.

Fields Required

Required Recipient Infermation

First Mame, Last Name, Address Line 1, City/Town, State, ZIP
Code™ and Country

Required Sender Information

First Mame, Last Mame, Addrees Line 1, City/Town, State, ZIP
Code™ Country, Email Address, Call Phone

Required Label Information

Package Type, Service Type, Shipping Date, Package Weight
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d) If the label import was unsuccessful, you will sgelow boxwith a total number of labels
that were not imported successfully.

e) In this case,aview the file, ensure that the file meets thpload requirements, and
reupload the fileuntil the file is successfully imported.

Import Label Results

Download a Template and Instructions

Atemplate CSV filz is available

View Label Information in Click-N- Import Another File
Ship® . Download CSV
[Ed)
Have another file? Return to the beginning Template
Go to Click-N-Ship Label Manager of the process to import another CSV file.
to view and adit the label
informaticn. We have provided instructions to understand the
required and necessary inputs for succassfully
uploading labels.
View In Label Manager
n Download
= Instructions

Read our FAQs for more information.

Labels that did not import (47)

Labels that had errors and didn't
( d ) import
47 of 47

Fields Required

Required Recipient Information

First Mame, Last Name, Address Line 1, City/Town,

State, ZIP Code™ and Country
Instructions: Ve strongly recommend re-uploading a ©5V with only thase labels.

Required Sender Information

( e ) Upload A File First Name, Last Name, Address Line 1, City/Town,
State, ZIP Code™ Country, Email Address, Cell Phone

Required Label Information

Label Row Reasons record failed to Import Package Type, Service Type, Shipping Date, Package
Weight

10 Unable to find rate

42 Unable to find rate

8 “fou have entered a non-deliverable Delivery Address. Please

verify address, including apartment, suite, etc. Additional
assistance is available at Find Zip Codes.

Unable to find rate
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7) Select Service arMailpieceDetails
You must select &rvice andMailpiecetype for each upbaded label

There are multiple ways to select your Service BladpieceTypes. Step&)-(c) each outline a
different method to select service aidailpiecedetails for the recipients.

a) Individual RecipienMethod: If you would likeService andVailpiecedetails specific to each
NEOALIASY(l e2dz YI & OfMaipipceg? yo daiKiS ya RR/A (i K{SS NNBAOH S
row. A popup will appear where you can select the service Mailpiecetype for a single
recipient.

b) a9 RA G ! f If &l recipiitKhave the san®rvices andVailpiecedetails, you may
aSt SO0 GUKS G9RAGE 0 dzi G2 yMailpRdgl GGS\RI toRSHW S| GLB2 LA K S
appear where you can select tiservice andMailpiecetype for all recipients.

c) Bulk ActionMethod: If there are sukgroup of recipients with the sanmeervice and
MailpieceRS (G Af & &2dz YI & OKSOl102E GKSANI ylYSa 2
odzid2y X FyR &Sf SO0 {dsvdh ménd. R haup wilkappiedr hére Ay (G K S
you can select th&ervice andMailpiecetype for the subgroup of recipients.

y

= - [}
cllck-N-Sh|p® Label Manager / Shipping History / Address Book /[ USPS Connect / Preferences \chaﬂ

I @ Hide Postage on Label - Choose if you want the postage price ta appear on your printed domestic labels. Visit the Preferences tab to learn more.

€ Back to Batches

Batch: John Doe (1 Label) Edit l l C Refresh
Batch Summary Sender Information Batch Notes

Clark Kent
Total $14.75

300 SUPERMAN ST
CHARLOTTE, NC 33333

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

Add to Cart
Ship Date  Recipient Service and Mailpi ilpi Details Extra Services All Labels v
/7 Edit # Edit 2 Edit 2 Edit # Edit Remove from Batch
Duplicate
1 08/27/2023 Jim Jones Pricrity Mail® Choose Your Own Box} 16 oz + Add Extra Services

300 SUPERMAN ST Edit Service And Mailpiece + Add Mailpiece Flag

DECATUR, GA 30000-0000 Details
Create Return Label

a
( ) Delete

Delete All Labels
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8) EditMailpieceDetails

The ContenDetails section is only required farl- A f Lthabréobite & Customs Form

There are multiple ways to ent®dailpiecedetails for your labels. Steps {@&) each outline a

different methodsto enter Mailpiecedetails for the recipients.

a) Individual RecipientMethod: If you would like to inpuMailpiecedetails specific to each

NB OA LA Sy i

& 2 dz YMaBpieds & DN A 2§ ¢ (K& &2 RRA Y

idKS

pop-up will appear where you can enter tivailpiecedetails for a single recipient.

a9 RA
G9RAGE

b)

odzi 2y

can enter theMailpiecedetails for all recipients.

e2dz YI &
GdKS

A9RAGE

GKSANI yI
2-tldivringesu. Apgupivil SppearNRdrd you can enter the

Mailpiecedetails for the sukgroup of recipients.

Click-N-Ship®

Label Manager / Shipping History / Address Book / USPSConneet / Preferences

Yss 2y

I @ Hide Postage on Label - Choose if you want the postage price to appear on your printed domestic labels. Visit the Preferences tab to learn mors.

£ Back to Batches

Batch: John Doe (1 Label)

Batch Summary

Total

$14.75

Sender Information
Clark Kent

300 SUPERMAN ST
CHARLOTTE, NC 33333

I f If &l recipiiithavié the sanMailpiecedetails, you may select the
f MaiPiecd@B R 10 1Sty 384 -kl HpEEdwhere yiol2 LI

Bulk ActionMethod: If there are sukgroup of recipients with the samdailpiecedetails,
OKSO1062E

0KS

\ifCart
OO

Edit l

l (™ Refresh

Batch Notes

Add Recipient Add From File Upload (b) (c)
Add to Cart
Ship Date Recipient Service and Mailpi Ipi Details Extra Services
/7 Edit # Edit /# Edit 7 Edit # Edit Remove from Batch
Duplicate
1 08/27/2023 Jim Jones Priority Mail® Choose Your Own Box_ 16 oz + Add Extra Services
300 SUPERMAN ST Edit Service And Mailpiece + Add Mailpiece Flag
DECATUR, GA 30000-0000 .
Details Create Return Label
( a ) Delete

Delete All Labels

Add All Complete to Cart >

All Labels v
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9) Select Extra Services
If you are interested in adding extra services to yilailpiecds), please select one of the
available Insurance options and Signature Services options.

There are multiple ways to select your Extra Services forgdurh f LIBBpS &JR)seach
outline a different method to select Extra Services for the recipients.

a)

b)

Individual Recipient Methodif you would like to select Extra Services specific to each
NEOALASYy(G é&2dz YIe Oft A0l GKS G9RAG 9EGNI { SNID
will appear where you can select the desired Extra Services for a single redimtntextra

services can only be added to two labels at a time.

G9RAG ! f Ifyour bahickigbRIYall have the sassrvice andVailpiecetype and

£t NBOALASY(d& NBIldANBS GKS alyYS 9EGNY { SNBAO
0SySIGK GKS &9 E (i Nipwill ppess e fiodi cail delédt tBeddesired LJ2 LJ

Extra Services for all recipients.

Bulk Action Method:If there are sukgroup of recipients with the sanmervice and

Mailpiecetype that need Extra Services, you may checkbox their names on the left, click the

G! OlA2y ¢ RNRBLIR2gY o0dzildz2y s | ydewnandriuRA@eppi KS G 9R.
will appear where you can select the desired Extra Services for thgrsup of recipents.

. . 0
C||ck-N-Sh|p® Label Manager / Shipping History / Address Book / USPS Connect / Preferences \'_fCar't

I @ Hide Postage on Label - Choose if you want the postage price to appear on your printed domestic labels. Visit the Preferences tab to learn more.
€ Back to Batches

Batch: John Doe (1 Label) ‘ Edit ‘ ‘ C Refresh

Batch Summary Sender Information Batch Notes

Total

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

Clark Kent
300 SUPERMAN ST
CHARLOTTE, NC 33333 (c)

$14.75

Add to Cart

Ship pah Racup.mnt Service and Mailpi ilpi Details Emasamcas Remove from Batch All Labels v
# Edit  # Edit # Edit # Edit # Edit
| Duplicate
1 06/27/2023 Jim Jones Pricrity Mail® Choose Your Own Box 16 oz I + Add Extra Services
300 SUPERMAN ST Edit Service And Mailpiece + Add Mailpiece 1 Flag
DECATUR, GA 30000-0000 .
Details ( a ) Create Return Label

Delete

Delete All Labels

114



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. Stepgh(agach outline different methodto
add labels to the cart.
a) Individual Recipient Methodindividually add labels to cart by clickiAdd to Cartin the
NBOA LBWSY G Qa
b) Add All Method:Add all labels by clickirfgdd All Complete to Cart
c) Bulk Action Method:Add specific labels to the cart by selecting the checkbox on your
preferred labels, then seleé&dd to Cartin the Actionsdropdown menu.

Click'N'Ship® Label Manager / Shipping History / AddressBook / USPSGonnect / Preferences \'5_’ Cart

I @ Hide Postage on Label - Choose if you want the postage price to appear on your printed domestic labels. Visit the Preferences tab to learn more.

< Back to Batches

Batch: John Doe (1 Label) Edit | l O Refresh
Batch Summary Sender Information Batch Notes
Clark Kent
Total $14.75 200 SUPERMAN ST
CHARLOTTE, NC 33333
(b)
fenecee _ ( C)
ShipDate  Recipient Service and Mailpiece Mailpiece Details Extra Services Total Price  All Labels v
7 Edit # Edit 7 Edit 7/ Edit 7/ Edit
1 03/24/2023  Maya Pack Priority Mail® Flat Rate Envelope + Add Mailpiece  Insurance $8.05
300 SUPERMAN ST Edit Service And Mailpiece Details USPS Tracking Electronic ( a)
DECATUR, GA 30000-0000 Edit Extra Services
2 03/31/2023 Leon S Kennedy Priority Mail® Flat Rate Envelope + Add Mailpiece Insurance $8.05
300 SUPERMAN ST Edit Service And Mailpiece Details USPS Tracking Electronic
DECATUR, GA 30000-0000 Edit Extra Services
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How tolmport Labels from an Online Marketplace

Import order exports from marketplaces such as Etsy, Sh&uig€ommerceRithumand directly upload
themto Enhanced ClieK-Ship®o create labels based off your orders via the File Upload method
outlined below.

1) Begin File Upload Process
a) Download your order export frorthe onlinemarketplaceto yourcomputer.
b) Option 1:Selectimport Labeldocated on the landingage.

- . 2
Click-N-Ship® AL e
Label Manager / ShippingHistory / AddressBook , USPSComnect / Preferences

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

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

discounted businsss rate prices for Priority Mail® and USPS Ground Advantage™ postags purchases.

Hi, Ted! What's in your Label Manager?

Welcome to the new Click-N-Ship Enhanesd Shipping expenence! Hers you 519 3466
an view your aecount information, start your Click-N-Ship experience,
aceess previous labels, create new labels, manage your address book, and

more! 20 1

. . jete
View Label Manager Incomplate Baiches Complets Batches

® Incomplete Lsbels @ Complete Labals

Want to create an Enterprise Payment Account (EPA) to pay and manage services online through a single

account? Create one today or read more about the bengfits of the Enterprise Payment System (EPS). Once Create an EPS Account
you ereate an EPA, activation may take up to 24-36 hours.

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

S | F B

Create a Single Label Create a Batch Import Labels Start From Address Book
Create individusl lsbels manually Orgsnizz your [sbek nio & Import multiole labsis via & File Start multinle lsbels in Labs!
batch and utiize cur
within our improved creation Uplosd and continue editing in Manager by bringing in addresses
streamiined multi-labsl creation
process. Labe! Manager. from your Address Book.

process

c) Option 2 Click orFile Uploadrom Label Managepage.

C||ck-N-Sh|p® Label Manager / Shipping History / AddressBook / USPSGonnect / Preferences \_lfCan

I @ Hide Postage on Label - Choose if you want the postage price to appear on your printed domestic labels. Visit the Preferences tab to learn more.

All Labels (693) Batches (13)
& NewLabel
Service and p Mailpiece Details  Extra Services Total Price Al Labels v
£ New Batch # Edit # Edit / Edit
If File Upload i nt Priority Mail® Large Flat Rate Box Value: $100 USPS Tracking Electronic  $19.90
Edit Service And Mailpiece  + Add Mailpiece  insurance

@® 300 SUPERMAN ST

i Edit Extra Servi
DECATUR, GA 30000-0000 Details it Extra Services

(@ Added tocart
Edit Label

Ship to:

PO BOX LOCKER

Decatur, GA 30030-2053
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2) SelectOnline Marképlace File
a) Selectl am uploading a file exported from an online marketplace.

i. Note, it is 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 seldabwnload CSV Templat&odownload step by
step instructions on how to fill out the template, selBownload Instructions.

ii. To better understand the fields that are required, refer to thelds Required
section.

Uploed File As=ign to 8 Batch Import Lebsis

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

What file would you like to upload? Atemplate CSV file is available

D load CSV
O | have my own file to upload (This includes the downloadable template provided) l iy D'I“'m Oalat l
emplate

(a ) I © | am uploading a file exportad from an online marketplace I

We have provided instructions to understand the required ( | )

Selact a Markeatplace File - l and necessary inputs for successfully uploading labels.

Download l

d
l = Instructions

“fou must selact 8 marketplace above

Select CSV File Read our FAQs for more information.

Fields Required
Import Labels
Required Recipient Information
Home Label Manager
First Name, Last Name, Address Line 1, City/Town, State,
ZIP Code™ and Country

(i)
Required Sender Information

First Name, Last Name, Address Line 1, City/Town, State,
ZIP Code™ Country, Email Address, Call Phone

Required Label Information

Package Type, Service Type, Shipping Date, Package
Weight
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3) Select @ OnlineMarketplaceand UploadFile
a) Qickon the dropdown andelect theonline marketplacethat you areexporting your ile
from andthen click onSelect CSV fild select and upload your file

Uploed File

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
What file would yeu like to upload?
O 1have my own file to upload (This includes the downloadable template provided)

o I am uploading a file exported from an online marketplace

Select a Marketplace File -

Select a Marketplace File

Etsy

Shopify

BigCommerce

Rithum

Import Labels

Assign to & Baich

Import Labels

Download a Template and Instructions

Atemplate GSV file is available

| o}, Download CSV Template ]

We have provided instructions to understand the required and necessary
inputs for successfully uploading labels.

| oL, Download Instructions ]

Read our FAQs for more information.

Fields Required
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(d)

(e)

b) If your file uploads successfully, you will see a green box verifying its successful upload.

c) Selecimport Labelgo proceed to the next steps.

Uploed File Assign to @ Batch

Import a List of Labels

It's easy to import labels, 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 downloadable template provided)

© | am uploading a file axported from an online marketplace

Shopify -

File Selected: Label_Template_Hannah.csv

(& Upload Successful

The file did upload successfully. Next, map the fields.

Import Labels

Home Label Manager

Import Labsis

Download a Template and Instructions

A template CSV file is available

&

Download CSV
Template

We have provided instructions to understand the requirad
and necessary inputs for successfully uploading labels.

Download l

4
l = Instructions

Read our FAQs for more information.

Fields Required

Required Recipient Information

First Name, Last Name, Address Line 1, City/Town, State,
ZIP Code™ and Country

Required Sender Information

First Mame, Last Name, Address Line 1, City/Town, State,
ZIP Code™ Country, Email Address, Cell Phone

Required Label Information

Package Type, Service Type, Shipping Date, Package
Weight
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4) Assign to Batch
a) To add the labels to an existing batch, sekdtl to an Existing Batch.
b) To add the labels to a new batch, sel€ttate a New Batch
a) Note, if a new batch is selected, you can name the Batch of labels and add notes if
needed (optional).
c) Once ready, seletiext: Import Labeldo proceed to the next section.

Uplead Fils Assign to 8 Bazsh Import Laksls

Assign to a Batch
Download a Template and Instructions

Would you like to add these labels to an existing batch or a new batch? Atemplate CSV filz is available

(alb) O Add to an Existing Batch

o l o}, Download CSV Template |
Create a Mew Batch

W have provided instructions to understand the required and necessary
Add Labels to an New Batch inputs for successfully uploading labeals.

IMams this Bstcn of Lansis In Cick-H-5hip

l o}, Download Instructions |

Batch Mame (optional)

Batch Motss Read our FAQs for more information.

Add note for yourself (optional)

Fields Required

Required Recipient Information

First Mame, Last Name, Address Line 1, City/Town, State, ZIP Code™

Home Label Manager and Country

Required Sender Information

First Mame, Last Mame, Address Line 1, City/Town, State, ZIP Code™
Country, Email Address, Call Phonia

Required Label Information

Package Type, Sevice Type, Shipping Date, Package Weight
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5) Review Import Label Results

a) If the labelimport was successful, you will see a green box with the total number of labels

imported successfully.

b) If you have another file to upload, selddpload a New Filand repeat steps-b.
¢) If you do not have any other files to upload, selw in Label Manageto view the

imported labels in the newly created batch.

Upload File dissign 1o 2 Barch

Import Label Results

Total Labals Created

(a)
30of3
View Label Information in Click-N-Ship@ Import Another File
Go 1o Click-N-Ship Label Manager to view Have ancther fila? Return to the baginning of the
and edit the label information. procass to impert ancther CSV file.

Home Label Manager

Magp Column Headars Impor: Labsis

Download a Template and Instructions

Aternplate CSV file is available

l k) Download CSV Template ]

‘We have provided instructions to understand the required and
necessary inputs for successfully uploading labals.

l b, Download Instructions ]

Read our FAQs for more information.

Fields Required

Required Recipient Infermation

First Mame, Last Name, Address Line 1, City/Town, State, ZIP
Code™ and Country

Required Sender Information

First Mame, Last Mame, Addrees Line 1, City/Town, State, ZIP
Code™ Country, Email Address, Call Phone

Required Label Information

Package Type, Service Type, Shipping Date, Package Weight
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d) If the label import was unsuccessful, you will sgelow boxwith a total number of labels
that were not imported successfully.

e) In this case,aview the file, ensure that the file meets thpload requirements, and
reupload the fileuntil the file is successfully imported.

Import Label Results

Download a Template and Instructions

Atemplate CSV filz is available

View Label Information in Click-N- Import Another File
Ship® . Download CSV
[Ed)
Have another file? Return to the beginning Template
Go to Click-N-Ship Label Manager of the process to import another CSV file.
to view and adit the label
informaticn. We have provided instructions to understand the
required and necessary inputs for succassfully
uploading labels.
View In Label Manager
n Download
= Instructions

Read our FAQs for more information.

Labels that did not import (47)

Labels that had errors and didn't
( d ) import
47 of 47

Fields Required

Required Recipient Information

First Mame, Last Name, Address Line 1, City/Town,

State, ZIP Code™ and Country
Instructions: Ve strongly recommend re-uploading a ©5V with only thase labels.

Required Sender Information

( e ) Upload A File First Name, Last Name, Address Line 1, City/Town,
State, ZIP Code™ Country, Email Address, Cell Phone

Required Label Information

Label Row Reasons record failed to Import Package Type, Service Type, Shipping Date, Package
Weight

10 Unable to find rate

42 Unable to find rate

8 “fou have entered a non-deliverable Delivery Address. Please

verify address, including apartment, suite, etc. Additional
assistance is available at Find Zip Codes.

Unable to find rate
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6) Select Service arMailpieceDetails
You must select &rvice andMailpiecetype for each upbaded label

There are multiple ways to select your Service BladpieceTypes. Step&)-(c) each outline a
different method to select service aidailpiecedetails for the recipients.

a) Individual RecipienMethod: If you would likeService andVailpiecedetails specific to each
NEOALIASY(l e2dz YI & OfMaipipceg? yo daiKiS ya RR/A (i K{SS NNBAOH S
row. A popup will appear where you can select the service Mailpiecetype for a single
recipient.

b) a9 RA G ! f If &l recipiitKhave the san®rvices andVailpiecedetails, you may
aSt SO0 GUKS G9RAGE 0 dzi G2 yMailpRdgl GGS\RI toRSHW S| GLB2 LA K S
appear where you can select tiservice andMailpiecetype for all recipients.

c) Bulk ActionMethod: If there are sukgroup of recipients with the sanmeervice and
MailpieceRS (G Af & &2dz YI & OKSOl102E GKSANI ylYSa 2
odzid2y X FyR &Sf SO0 {dsvdh ménd. R haup wilkappiedr hére Ay (G K S
you can select th&ervice andMailpiecetype for the subgroup of recipients.

y

= - [}
cllck-N-Sh|p® Label Manager / Shipping History / Address Book /[ USPS Connect / Preferences \chaﬂ

I @ Hide Postage on Label - Choose if you want the postage price ta appear on your printed domestic labels. Visit the Preferences tab to learn more.

€ Back to Batches

Batch: John Doe (1 Label) Edit l l C Refresh
Batch Summary Sender Information Batch Notes

Clark Kent
Total $14.75

300 SUPERMAN ST
CHARLOTTE, NC 33333

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

Add to Cart
Ship Date  Recipient Service and Mailpi ilpi Details Extra Services All Labels v
/7 Edit # Edit 2 Edit 2 Edit # Edit Remove from Batch
Duplicate
1 08/27/2023 Jim Jones Pricrity Mail® Choose Your Own Box} 16 oz + Add Extra Services

300 SUPERMAN ST Edit Service And Mailpiece + Add Mailpiece Flag

DECATUR, GA 30000-0000 Details
Create Return Label

a
( ) Delete

Delete All Labels
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7) EditMailpieceDetails

The ContenDetails section is only required farl- A f Lthabréobite & Customs Form

There are multiple ways to ent®dailpiecedetails for your labels. Steps {@&) each outline a

different methodsto enter Mailpiecedetails for the recipients.

a) Individual RecipientMethod: If you would like to inpuMailpiecedetails specific to each

NB OA LA Sy i

& 2 dz YMaBpieds & DN A 2§ ¢ (K& &2 RRA Y

idKS

pop-up will appear where you can enter tivailpiecedetails for a single recipient.

a9 RA
G9RAGE

b)

odzi 2y

can enter theMailpiecedetails for all recipients.

e2dz YI &
GdKS

A9RAGE

GKSANI yI
2-tldivringesu. Apgupivil SppearNRdrd you can enter the

Mailpiecedetails for the sukgroup of recipients.

Click-N-Ship®

Label Manager / Shipping History / Address Book / USPSConneet / Preferences

Yss 2y

I @ Hide Postage on Label - Choose if you want the postage price to appear on your printed domestic labels. Visit the Preferences tab to learn mors.

£ Back to Batches

Batch: John Doe (1 Label)

Batch Summary

Total

$14.75

Sender Information
Clark Kent

300 SUPERMAN ST
CHARLOTTE, NC 33333

I f If &l recipiiithavié the sanMailpiecedetails, you may select the
f MaiPiecd@B R 10 1Sty 384 -kl HpEEdwhere yiol2 LI

Bulk ActionMethod: If there are sukgroup of recipients with the samdailpiecedetails,
OKSO1062E

0KS

\ifCart
OO

Edit l

l (™ Refresh

Batch Notes

Add Recipient Add From File Upload (b) (c)
Add to Cart
Ship Date Recipient Service and Mailpi Ipi Details Extra Services
/7 Edit # Edit /# Edit 7 Edit # Edit Remove from Batch
Duplicate
1 08/27/2023 Jim Jones Priority Mail® Choose Your Own Box_ 16 oz + Add Extra Services
300 SUPERMAN ST Edit Service And Mailpiece + Add Mailpiece Flag
DECATUR, GA 30000-0000 .
Details Create Return Label
( a ) Delete

Delete All Labels

Add All Complete to Cart >

All Labels v
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8) Select Extra Services
If you are interested in adding extra services to yilailpiecds), please select one of the
available Insurance options and Signature Services options.

There are multiple ways to select your Extra Services forgdurh f LIBBpS &JR)seach
outline a different method to select Extra Services for the recipients.

a)

b)

Individual Recipient Methodif you would like to select Extra Services specific to each
NEOALASYy(G é&2dz YIe Oft A0l GKS G9RAG 9EGNI { SNID
will appear where you can select the desired Extra Services for a single redimtntextra

services can only be added to two labels at a time.

G9RAG ! f Ifyour bahickigbRIYall have the sassrvice andVailpiecetype and

£t NBOALASY(d& NBIldANBS GKS alyYS 9EGNY { SNBAO
0SySIGK GKS &9 E (i Nipwill ppess e fiodi cail delédt tBeddesired LJ2 LJ

Extra Services for all recipients.

Bulk Action Method:If there are sukgroup of recipients with the sanmervice and

Mailpiecetype that need Extra Services, you may checkbox their names on the left, click the

G! OlA2y ¢ RNRBLIR2gY o0dzildz2y s | ydewnandriuRA@eppi KS G 9R.
will appear where you can select the desired Extra Services for thgrsup of recipents.

. . 0
C||ck-N-Sh|p® Label Manager / Shipping History / Address Book / USPS Connect / Preferences \'_fCar't

I @ Hide Postage on Label - Choose if you want the postage price to appear on your printed domestic labels. Visit the Preferences tab to learn more.
€ Back to Batches

Batch: John Doe (1 Label) ‘ Edit ‘ ‘ C Refresh

Batch Summary Sender Information Batch Notes

Total

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

Clark Kent
300 SUPERMAN ST
CHARLOTTE, NC 33333 (c)

$14.75

Add to Cart

Ship pah Racup.mnt Service and Mailpi ilpi Details Emasamcas Remove from Batch All Labels v
# Edit  # Edit # Edit # Edit # Edit
| Duplicate
1 06/27/2023 Jim Jones Pricrity Mail® Choose Your Own Box 16 oz I + Add Extra Services
300 SUPERMAN ST Edit Service And Mailpiece + Add Mailpiece 1 Flag
DECATUR, GA 30000-0000 .
Details ( a ) Create Return Label

Delete

Delete All Labels
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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. Stepgh(agach outline different methodto
add labels to the cart.
a) Individual Recipient Methodindividually add labels to cart by clickiAdd to Cartin the
NBOA LBWSY G Qa
b) Add All Method:Add all labels by clickirfgdd All Complete to Cart
c) Bulk Action Method:Add specific labels to the cart by selecting the checkbox on your
preferred labels, then seleé&dd to Cartin the Actionsdropdown menu.

Click'N'Ship® Label Manager / Shipping History / AddressBook / USPSGonnect / Preferences \'5_’ Cart

I @ Hide Postage on Label - Choose if you want the postage price to appear on your printed domestic labels. Visit the Preferences tab to learn more.

< Back to Batches

Batch: John Doe (1 Label) Edit | l O Refresh
Batch Summary Sender Information Batch Notes
Clark Kent
Total $14.75 200 SUPERMAN ST
CHARLOTTE, NC 33333
(b)
fenecee _ ( C)
ShipDate  Recipient Service and Mailpiece Mailpiece Details Extra Services Total Price  All Labels v
7 Edit # Edit 7 Edit 7/ Edit 7/ Edit
1 03/24/2023  Maya Pack Priority Mail® Flat Rate Envelope + Add Mailpiece  Insurance $8.05
300 SUPERMAN ST Edit Service And Mailpiece Details USPS Tracking Electronic ( a)
DECATUR, GA 30000-0000 Edit Extra Services
2 03/31/2023 Leon S Kennedy Priority Mail® Flat Rate Envelope + Add Mailpiece Insurance $8.05
300 SUPERMAN ST Edit Service And Mailpiece Details USPS Tracking Electronic
DECATUR, GA 30000-0000 Edit Extra Services
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How to Create Labels from the Address Book

Create multiple labels using your Address Book following the steps below.

1) Begin Address Book Label Creation Process

a) Option 1:SelectStartfrom Address Booltocated on the landingage.

Click-N-Ship®

Label Manager Shipping History /  Address Book USPS Connect  /  Preferences

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

2/ o

Get Lower Sion U
Rates You will have access to non-published, discounted prices for your business shipping needs. Get ign Up
discounted business rate prices for Priority Mail® and USPS Ground Advantage™ postage purchases.
Hi, Ted! What's in your Label Manager?
Welcame to the new Click-N-Ship Enhanced Shipping exparience! Here you
519 3466
can view your account infarmation, start your Click-N-Ship experience,
access previous labels, create new labels, manage your address book, and ® lncomplete Labele @ Complete Labels
more!
20 1
® inco ® Complase Batche

View Label Manager

Want to create an Enterprise Payment Account (EPA) to pay and manags ssrvices anlins through = single

‘account? Create one today or read more about the bensfits of the Enterprise Payment System (EPS). Once

vou create an EPA, activation may take up to 24-36 hours.
Let's get started! How would you like to create your labels?

F

Create a Single Label Import Labels

vl

Create a Batch

Organize your labels into a
batch end utilize our
streamlined multi-labsl creation
process.

Create individusl labels manuslly
within our improved creation

process. Label Manager.

Import multiple labels via & File
Upload and continue editing in

Create an EPS Account

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

b) Option 2:SelectUse Address Boolkocated onthe Label Managepage.

Clle-N-Ship® Label Manager |/ Shipping History /

Address Book  /

USPS Connect /  Preferences

\.1_.[ Cart

I @ Hide Postage on Label - Choose if you want the postage price to appear on your printed domestic labels. Visit the Preferences tab te learn more.

All Labels (693)

Batches (13)

& NewLabel

C Refresh Add All Complete to Cart >

Service and p Mailpi Details Extra Services Total Price Al Labels v
€ NewBatch # Edit # Edit # Edit
B File Upload Priority Mail® Large Flat Rate Box ~ Value: $100 USPS Tracking Electronic  $19.90
Edit Service And Mailpiece  Add Mailpiece Insurance
¢ SRCATUR, Gh 303000000 i Bt Extra Services
: - Details Added to cart
Edit Label

Ship to:
PO BOX LOCKER
Decatur, GA 30030-2053
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2) Select Recipient Address from Address Book
a) Search foand select thalesired recipient addresses
b) Afteralldesired recipient addressese selectedselectNew Label

My Address Book Import Contacts

l Search Address Book Q l L Select Labels and Choose Action = ] Export All (7)
Son By [ Setectan Viewing 1-7 of 7 contacts
l Last Name A-Z v |
CLARK KENT
C] SO EMNTOT LC ! D: :}:E
My Groups CHARLOTTE. NC. 33333.0000
Nogoups CLARK KENT
a 310 SUPERMANT ST Edit Delete New Label
CHARLOTTE, NC, 33333-0000
Create New Group CLARK KENT
O 310 SUPERMANT ST Edqit Delete New Label
Missing contacts from your existing USPS Address Book? CLARK KENT
Sync All Contacts O  sosueernanrst Eait Delete New Label

CHARLOTTE, NC, 33333-0000

c) The selected addressshouldnow appear in Label Managatong with any other labels
that may have previously saved or creat&domhere, you may proceed to edit and
manage the created labels as normal.

Al Labels (695) Batches (13)
New Label Use Address Book C Refresh Add All Complete to Cart >
] Ship Date  Recipient Service and Mailpi Details Extra Services Total Price All Labels -
1 O 12122023 ClarkKent it Service And Mailiece + Add Mailpiece  jngyrance $19.90
Pick up at: P Details USPS Tracking Electronic

@ 300 SUPERMAN ST Edit Extra Services

DECATUR, GA 30030-0000
Add to Cart v
Ship to:

PO BOX LOCKER

Decatur, GA 30030-2053 Save As Favorite

Edit
+ Add Mailpiece Add to Batch
2 D 12/12/2023 Clark Kent Edit Service And Mailpiece ) P! Insurance $19.90
Pick up at: - Details i+ USPS Tracking Electronic
it Extra Services uplicate
@ 300 SUPERMAN ST Edit E Servi Duplicat

DECATUR, GA 30030-0000

Flag as Priority
Ship to:

PO BOX LOCKER
Delete

Decatur, GA 30030-2053
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3) Select/ Edit Service andVailpieceDetails
Refer topage23 of the Enhanced Cliek-Shi@User Guide to follow the steps required to select
your Srvice andMailpiecedetails.

4) Select/ Edit Extra Services
Refer topage32 of the Enhanced Cliek-Shi®@User Guide to follow the steps required to select
your extra services.

5) Adding Labels to Cart

Refer topage33 of the Enhanced Cliek-Shi®@User Guide to follow the steps required to add labels
to your cart.
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How to Create Return Labels

Withinthis section you willnderstand how t&€reateReturn Label()y following the steps below.

1) Create Return Labels via tBangle Label Flow Creation Process
a) Option 1:SelectCreate a Single Labkicated on the landing page.

Hi, Ted!

Welcome to the new Click-N-Ship Enhanced Shipping experience! Here you
can view your account information, start your Click-N-Ship experience,
access previous labels, create new labels, manage your sddress book, and

more!

View Label Manager

Want to create an Enterprise Payment Account (EPA) tc psy and manage services online through a single

What's in your Label Manager?

519 3466
® Incomplete Labels ® Complete Labels
20 1

® Incomplete Baiches ® Complete Batches

account? Create one today or read more about the benefits of the Enterprise Payment System (EPS). Once Create an FPS Account
vou create an EPA, activation may take up to 24-36 hours.

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

Create a Single Label

Create individual lsbels manually
within our improved creation
process.

vl

Create a Batch

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

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

Label Manager.

from your Address Book.

b) Option 2:SelectNew Labelocated onthe Label Manager page.

Click-N-Ship®

1
Label Manager |/ Shipping History / AddressBook / USPSConnect / Preferences \.—.rca"‘

I @ Hide Postage on Label - Choose if you want the postage price to appear on your printed domestic labels. Visit the Preferences tab to lsarn more.

Al Labels (593) Batches (13)

Use Address Book

C Refresh Add All Complete to Cart >

Int Service and Mailpi Details Extra Services Total Price Al Labels v
€ NewBatch # Edit # Edit # Edit
B File Upload lent Priority Mail® Large Flat Rate Box  Value: $100 USPS Tracking Electronic  $19.90
Edit Service And Mailpiece ~ Add Mailpiece  Insurance
N E)i?ji?ﬁ?g: gozgn 0000 i Edit Extra Services
' ) Details Added to cart
Edit Label

Ship to:
PO BOX LOCKER

Decatur, GA 30030-2053
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d)

Refer topagel12 ¢ 16 of the Enhanced Cliek-Shi@User Guide to follow the steps

required tocreate your labels via the Singlabel Flow

Once orthe Wtép 4: Select Extra Servi€es & S €@léckti® Create a Return Label

checkbox.

i. b2GSs I yS¢ aSOGAz2ys a{dGSLI pY

boxing.

Step 4: Select Extra Services

Please select any extra services you would like to add to this label.

Priority Mail covers up to $100 of the mailpiece value. For mailpieces with a value over
%100, additional insurance can be purchased to cover the balance.

Insurance

O MNona

o Insurance Free

Signhature Services

© Mons

() Adult Signature 24 or Oldar (0] £9.35
Requirad

(0) signature Confirmation £3.50

(C) Adult Signature Restricted {D $9.65
Delivery 21 or Oldar

Special Delivery Services

[0 Hide Postage on Label @ Free

Additional Delivery Services

ﬂ USPS Tracking Electronic Free

[0 Label Delivery - Qutkound $1.25

Return Services

Thiz iz the only opportunity to create a refurn label for this outgoing label.

B Create a return label Free*®

“It iz free to create a retum label. You will only
be charged if this return label is used.

I NB |
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e) Onceonthet { GSLI pY / NBIF (S wS ihdaidfred[Ret@rSSerticeda SOG A 2 v :
type from dropdown menu.
i. Note: All return packaging is Choose Your Own Box packdgirestimated
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 5: Create Return Label

This return label will be generated with the associated outgoing label. You will not be
charged for this return label unless it is used by the recipient. You will be notified of its use
and a postage due will show up in your Shipping Cart.

The return address on the label will be the same as the Sender address for the outgoing
label.

Please select a service type for the return label below. All packaging is Choose Your
Own Box.

Service Type: Which shipping service would you like for this return label?

Select a Service v

Priority Mail® Raturn
Pricrity Mail Express® Return
USPS Ground Advantage™ Return

B USPS Tracking Electronic Free
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2) Create Return Labelathe Label Manager
a) SelectView Label Managetocated on the landing page.

Click-N-Ship® Al can

Shipping History / AddressBook / USPSConnect / Preferences

Sign Up for a Click-N-Ship® Business Rate Card and Save
Get Lower Sign U
Rates You will have access to non-published, discountsd prices for your business shipping nesds. Get ign Up

discounted business rate prices for Priority Mail® and USPS Ground Advantsge™ postage purchasss.

Hi, Ted! What's in your Label Manager?

Welcome to the new Click-N-Ship Enhanced Shipping experience! Here vou 519 3466
<an view your account information, start your Click-N-Ship expsrience,
access previous labels, crests new Iabels, manags your address book, and

more! 20 1

@ late Batch [ ] late Batche:
View Label Manager = =

® incomplete Labels ® Complete Labals

Want to create an Enterprise Payment Account (EPA) to pay and manage services anlins through & single
account? Create one today or read mare about the benefits of the Enterpriss Payment System (EPS). Once Create an EPS Account
you create an EPA, activation may take up to 24-36 hours.

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

S F B

Create a Single Label Create a Batch Import Labels Start From Address Book
Greate individusl Iabels manually Organize your lebels iniz 2 Import multiple labels via & File Stert multiple labels in Label
batch and utlize our
within our improved crestion Uplosd and continus sditing in Marager by bringing in sddresses
streamlined multi-label creation
process. Label Manager. from your Address Book:

process.

b) Once on the Label Manager, select tieeckboxof the desired Outbound Labels from
the Label Manager
c) Click theActionsdropdownbutton and selecCreate a Return Label

All Labels (13) Batches (30)

New Label . Use Address Book Add All Gomplete to Cart >

Thiz Label Manager tabie is sorted by date and time created. Each new label will sppear at the top of the table.
Add to Batch
O Ship Date  Recipient Service and Mailpiece Mailpiece Details E| Total Price All Labels -
# Edit 7 Edit # Edit # Edit 4 Duplicate
Flag as Priority
1 03/22/2024 SAMUEL 'S Connact® Local Small Fist Rate Bag  Valua: 5250 Irf $10.20
3117 LAVALL CT Edit Service And Mailpiece + Add Mailpiece U @ Added 1o
Details H carn
H Delete Edit Labal
E|
Delete All Labels
2 03721/2024 M USPS Connect® Local Small Flat Rate Bag  Valug: 51000 Signature Confirmation 27.50
2440 CORNING AVE APT 202 Edit Service And Mailpiece + Add Mailpiece Insurance @' Added to
Details USPS Tracking Electronic carn
Hidden Postage Edit Label

Edit Exira Services
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d) Once on theCreate Return Latbenodal, selecthe desiredReturn Service typéom
drop-down menu
i. Please note, that all return packaging is Choose Your Own Box packaging

Create Return Label (1)

The return address on the label will be the same as the Sender address for the outgoing label.

Please select a service type for the return label below. All packaging is Choose Your Own
Box.

Service Type: Which shipping service would you like for this return label?

Select a Service

Priority Mail® Return
Priority Mail Expre==® Return
USPS Ground Advantage™ Return

ol SRS MELLN AU

e) SelectCreate Return Label($p saveyourselection and add Return Labels to the
selected Outbound Labels

Create Return Label (1)

The return address on the label will be the same as the Sender address for the outgoing label.

Please select a service type for the return label below. All packaging is Choose Your Own
Box.

Service Type: Which shipping service would you like for this return label?

Priority Mail® Return w

Mailpiece Type Scheduled Delivery Price

Priority Mail®
Return Please enter a valid ZIP for both sender and recipient
{Choose your own to view estimated delivery and price.

box)

“This is an estimated price based on what is being shipped to the recipient. You will only be
charged if this return label is used.

| Create Return Label(s)
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How to View your Return Label(s)
Within this section you will understand how to view your Return Labdigfipiwng the steps below.

1) ViewingReturn Labels via the Label Manager
a) SelectView Label Managelocated on the landing page.

- = 2
Click-N-Ship® \of o
/ Ehipping History / Address Book / USPSConnect / 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 nesds. Get

discounted business rate pricas for Priority Mail¥ and USPS Ground Advantage™ postage purchases.

Hi, Ted! What's in your Label Manager?

Welcome to the new Click-N-Ship Enhanced Shipping experience! Here you 519 2466
can view your account information, start your Click-N-Ship experisnce,
access pravicus |abels, create new |sbels, mansgs your address book, and ECOEINE SX8 REECTIRRIE U

mors! 20 1

® Incomplate Batches ® Complate Batchas
View Label Manager Incomplate Batches p

Want to create an Enterprise Payment Account (EPA) to pay and manage services online through a singls
account? Create one today or read mere abeut the benefits of the Enterprise Payment System (EPS). Onee Create an EPS Account

you create an EPA, activation may take up to 24-36 hours.

b) If a Return Label has been added to an Outbound Label, the Return Label will be
displayed within theExtra Services sectioof 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.

[:l Ship Date Recipient Service and Mailpiece Mailpiece Details Extra Services Total Price All Labels \
1 D 03/22/2024 Ryan Doe Priority Mail® Flat Rate Envelope Value: $100 Insurance $8.50
1000 COMMERGE ST Edit Service And Mailpiece + Add Mailpiece Details USPS Tracking Electronic
DALLAS, TX 75202-3716 Hidden Postage @ éggic; tt;;can
I Priority Mail® Return I §

Edit Extra Services
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2) Viewing Return Labels via thabel Cart
a) SelectLabel Cartocated on the landing page.

Click-N-Ship® o can

Label Manager / Shipping History / AddressBook ; USPSConnect /  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 nesds. Get

discounted business rate prices for Priority Mail® and USPS Ground Advantsge™ postags purchasss.

Hi, Ted! What's in your Label Manager?

Welcome to the new Click-N-Ship Enhanced Shipping experience! Here you 519 3466
can view your account information, start your Click-N-Ship experience,
access previous labels, creste new Iabels, manage your address book, and

mors! 20 1

] ]
View Label Manager Incomplete Batches Complete Batches

® Incomplete Labels ® Complete Labals

Want to create an Enterprise Payment Account (EPA) to pay and manage services online through & single
account? Create one today or read more about the bensfits of the Enterprise Payment System (EPS). Onece l Create an EPS Account

you create an EPA, activation may take up to 24-36 hours.

b) Within the Label Carthiere 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 Maillplece Mailpiece Deotalls Mallpiece Services Price

1ot2 [0 osrz2/2024  Brittany Priority Mail® Flat Rate Envelope Value: $100 Flat Rate Envelope $8.50
S Edt 12911 ASBURY DR Hidden Postage Free
Priority Mail® Retun Free

Total Label Cost $8.50

20t2 [0 o3srz2/2024  Ryan Doe Priority Mail® Flat Rate Envelope Value: $100 Flat Rate Envelope £350
#Edt 1000 COMMERCE ST USPS Tracking Electronic Free

Edi DALLAS, TX 75202-3716
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3) Viewing Return Labels via the Payment Confirmation Page
a) Once on thdPaymentConfirmationpage,you can print youReturn Labelgvhichwill
be printed out with their associated Outbound Label.
i.  You will also be able to view Return Label information such as the Return Label
service type and tracking number in the payment confirmation Label Table
beneath its associated Outbound Label.

Payment Confirmation

Order Number
CEB10COE-2F2B-45F5-9C89-F13F71690BAF

Charged to Crder Totsl
MASTERCARD-0440 528.85 (1 l=bels)

Print Your Labels

You have until 11:58 PM Central Time of the Ship Date to print this label. Advertise to your buyers for free with Informed Delivery®
. With Informed Delivery. you can drive traffic to your website by creating a digital
Select printing format for your ksbels. =d, or “digital banner” for recipients to view in their Informed Delivery email or
Lasel Prining Forma () dashboard.
Standerd (8.5 % 11) - WIth recaipt, ons laosl par page w
Select Labels
Adobe v5 or higher is required to print or save labsls. From the payment confirmation page, select each lzbel that youw want to create a
Download Adobe Reader > digital banner for and click Create Digital Banner.
If you are creating more labels today, pleass check the box below and your SCAN Form Upload Ad Banner

will be saved for printing when you have finished creating labels for the day. Uplcsd & digital ad banner and detsils
B 1 am crzating mars Isbsis today.
Enter URL

Add s URL on the digital ed and drive traffic to your website.

Digital Banner displayed via Informed Delivery
For each lebel with e digital banner, the recipient will see end interact with the

digital ad in their Informed Delivery email or deshboard.

Learn more sbout Informed Delivery®

Label actions: Select labels and print. save to PDF or create & digital sd campaign to sppesar in recipient's Informed Dielivery.

Print Labels Save as PDF (a) Greste Digital Banner

[0 shipDate  Recipient Mailpiece and Package Package Detalls  Digital Banner  Label Numiber
tot1 [0 oamarzozd  Clark Kent Priority Mail Express® Legal Flat Rate Envelope alue: $100 Crasta B471230108356000072866
300 SUPERMAN ST 2.0y Dallvery
CHARLOTTE, NG 28262-2222

i . . 1830 0E=Sonn0n oz
(1) I Return Label Priority Msil® Retwm 2421230710833500001 9532 I
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4) Viewing Return Labels via tBhipping History
a) SelectShipping Historyocated on the landing page.

. = 2
Click-N-Ship® o e
Label Manager / / Address Book [ WUSPSConnect [ 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 purchasss.

Hi, Ted! What's in your Label Manager?

Welcome to the new Click-N-Ship Enhanced Shipping experience! Here you 519 3466
can view your account information, start your Click-N-Ship experience,
access previous abels, create new |sbels, mansge your address book, and

mors! 20 1

Ll lete Batchy ® Complete Batches
View Label Manager incomplete Batches mplete Batc

@ Incomplete Labels @ Complsie Labels

Want to create an Enterprice Payment Account (EPA) to pay and manage services online through 2 single

account? Create one today or read mere abeout the benefits of the Enterprise Payment System (EPS). Onecs Create an EPS Account
you create an EPA, activation may take up to 24-36 hours.

b) Within the Shipping Historyou can viewyour purchased Return Labeishichare
listed as theiown line items
i.  Note,you will be able to view the Return Label details such as the shipping
address, service type, label number, label use statgs fending Use).

History Dashboard
Account # 22890000
Searcn oy Transaction Humber Lensi Mumper Dete + 31 days
i N l | [ : E

Manage Table Columns -~

Showing Results 1-1 of 1

Selzct labels from the table below by checking the correaponding checkbox for actions to appear. Then choose an action.

1 [ o4mzs2024 23004049-  Clark Kent PM-ATN $405030109355107149525 Mo A EPS-8801  Pending  $0.00 "sharged upon use
0081-4283-  SAINT LOUIS, MO - Use B
ar6a- B3103 Qutgoing Label Ending: 2570
B398016910e!  From ZIP. NG 28262
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How toPay for Scanned Return Labels (Postage Dues)

Within this section you will understand hovpéy foryourscannedReturn Label(d¢hat are listed as a
Postage Duby following the steps below.

1) Paying for Scanned Return Labels via the Homepage
a) If a Return Label is scanned and used, you will be charged for the Return Label via a
Postage Duavhichwill appear on theEnhanced ClieK-Shig®@Landing Page
b) Toview more details of the Postage Due, seMigw Details.To pay for the Postage
Due, selecPay Now.

LabelManager / Shipping History / Address Book / USPSConnect® / DirectConnect / Preferences

Sign Up fora GIi::k—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.

USPS Connect® Local is available in your areal Use Click-N-Ship to create your prepaid label and bring your labeled mailpieces and envelopes
to the designated postal facility to get same-day or next-day service in your neighborhood at affordable rates. Sign up today & save!

H H What's in your Label Manager?
Hi, Shippercat! Y g
Welcome to the new Click-N-Ship Enhanced Shipping experience! Here you can view 0 3
your account information, start your Click-N-Ship experience, access previous labels, ®in (Tt ® Complete Labels
create new labels, manage your address book, and more!
0 0
View Label Manager ‘ [ Switch Payer Account ® Incomplete Batches ® Complete Batches
You currently have 2 Postage Dues in your cart. Reasons for postage dues can vary from inaccurate weight entry, reuse of a $21.00
label, and other input error when creating a label. Click View Details to learn more about your postage dues and how to avoid Postage Dues
any in the future.
“All postage duas must be paid during your next transaction. Loyaity Credits cannot be applied to postage dues. You may choosa to pay only postage dues now or with Pay Now
other labels during your next transaction. The Order Total at the bottom of the Cart includes Postage Dues
View Details Vv

b) If you selected/iew Details,you couldviewwhich Return Labels were scanned and
view the postage cost for the Return Label(s)

You currently have 2 Postage Dues in your cart. Ressons for postage dues can vary from inaccurate weight £21.00
entry, reuse of a label, and other input error when creating a label. Click View Details to learn more about Postage Dues
your postage dues and how to avoid any in the future.
“All DOSEEE duss must be paid dur ng your mext transaction. LO'_-'E r_n' Credits cannot be EDP"BC to DS1Ege dues. You may choose to pay OI'||}'
postage duaes now or with other labels during your next transaction. The Order Total at the bottom of the Cart Inciudes Postage Dues.
View Details v

Ship Date Label Number Reason for Postage Due Postage Due
1 03/27/2024 9405830109355 Weight $12.00

107145176 Incorrect Weight: When entering the weight

of the mailpiece, make aure all items are in
the mailpiece so the weight logged is

accurate.
2 03/27/2024 9405830109355 Weight $9.00
107145169 Incorrect Weight: When entaring the weight

of the mailpiece, make aure all items are in
the mailpiece so the weight logged is
accurate.
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2) Paying for Scanned Return Labels via the Label Cart
a) Selectthe Label Cartocated on the landing page.

Click-N-Ship® o can

Label Manager / Shipping History / AddressBook / USPSConnect /  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 nesds. Get

discounted business rate prices for Priority Mail® and USPS Ground Advantsge™ postags purchasss.

Hi, Ted! What's in your Label Manager?

Welcome to the new Click-N-Ship Enhanced Shipping experience! Here you 519 3466
can view your account information, start your Click-N-Ship experience,
access previous labels, creste new Iabels, manage your address book, and

more! 20 1

[ ] ]
View Label Manager Incomplete Batches Complete Batches

® Incomplete Labels ® Complete Labals

b) If a Return Label is scanned and used, you will be charged for the Return Label via a
Postage Duavhichwill appear on theEnhanced Cliek-Shi®@Label Cart

O Ship Date Recipient Service and Mailpiece Mailpiece Details Mailpiece Services Price

Postage Due

You currently have 2 Postage Dues in your Cart as shown below. Reasons for postage dues can vary from inaccurate weight entry, reuse of a label, and other input error when creating a label.

"All postage cues must be paid during your next transaction. Loyalty Credits cannot be applied to postage dues. You can choose to pay only Poatage Dues or pay Postage Dues along with your next label transaction. The Order Total at the
botom of the Carnt includes Postage Dues

lof2 03/27/2024 Clark Kent Postage Due (D Reason for Postage Due:

ge Dues SO0 SUPERMAN ST Priority Mail® Flat Rate Envelope Weight $12.00
DALLAS, TX 75202-3716 Label
Number: 9405830109355107145176 Total Postage Due $12.00
03/27/2024 Clark Kent Postage Due @ Reason for Postage Due:
300 SUPERMAN ST Priority Mail® Flat Rate Envelope Weight $9.00
DALLAS, TX 75202-3716 Label
Number: 9405830109355107145169 Total Postage Due $9.00

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

1of2 03/27/2024 Clark Kent Priority Mail® Return Service @ Priority Mail® Return Service $8.43
“Postage Dues Label
cannct be 75 7
iz From ZIP: TX 75202-3716 Number: 9405830109355107145176 Total Postage Due $8.43
from Cart
2012 03/27/2024 Clark Kent Priority Mail® Return Service @ Priority Mail® Return Service $6.43
“Postage Dues Label
[= b 2 3 a
et From ZIP- TX 75202-3718 Number: 9405830100365107145176 Total Postage Due $6.43
from Cart.

Total Postage Dues.  $33.88

Pay Postage Dues Only
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c) Fromthe Label Cart, you can either pay for the Postage Dues only or pay for Postage
Dues and labels in the cart

d) To pay for postage dues onbglectPay Postage Dues Only

e) To pay for postage dues and labels in the cart, scroll to the bottom of the Label Cart and
selectProceed to Paymenivhere you will input payment information as normal.

| Ship Date Recipient Service and Mailpiece Mailpiece Details Mailpiece Services Price

Postage Due

You currently have 2 Postage Dues in your Cart as shown below. Reasons for postage dues can vary from inaccurate weight entry, reuse of a label, and other input error when creating a label.

"All postage cues must be paid during your next transaction. Loyalty Credits cannot be applied to postage dues. You can choose to pay only Postage Dues or pay Postage Dues along with your next label transaction. The Order Total at the
bottom of the Cant includes Postage Dues

03/27/2024 Clark Kent Postage Due @ Reason for Postage Due:
300 SUPERMAN ST Priority Maii® Flat Rate Envelope Weight $12.00
DALLAS, TX 75202-3716 Label
Number. 9405830109355107145178 Total Postage Due $12.00
03/27/2024 Clark Kent Postage Due @ Reason for Postage Due:
300 SUPERMAN ST Priority Mail® Flat Rate Envelope Weight $0.00
DALLAS. TX 75202-3716 Label
Number: 2405830109355107145169 Total Postage Due $9.00

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 $68.43
- - Label

From ZIP: TX 75202-3716 Number: 9405830109355107145176 Total Postage Due $8.43

03/27/2024 Clark Kent Priority Mail® Return Service @ Priority Mail® Return Service $6.43
Label

From ZIP: TX 75202-3718 Number: 9405830100355107145176 Total Postage Due $6.43

Total Postage Dues:  $33.88

Pay Postage Dues Only
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How to Manage your Label(s)

1) Access the Label Manager
a) Option 1:Click onView Label Managelocated on themainlandingpage.

- - 2
Click-N-Ship® oS can
Label Manager / Shipping History / AddressBook /; USPSConnect / Preferences

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

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

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

Hi, Ted! What's in your Label Manager?

Welcome to the new Click-N-8hip Enhanced Shipping experience! Hers you 519 3466
can view your account information, start your Click-N-Ship experience,
access previous lsbels, creste new labels, mansge your sddress book, and

more! 20 1

Yy jele Batchy - Jete Baiche:

® ncompleteLabels @ Complete Labals

Want to creats an Enterprise Payment Account (EPA) to psy and manags ssrvices online through  single

‘account? Create one today or read more about the benefits of the Enterprise Payment System (EPS). Once Create an EPS Account
you create an EPA, activation may take up to 24-36 hours.

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

V'

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

Organize your labsls into a

Create individusl Isbels manuslly ° Import multipls labels vis & Fils Start multiple lbels in Label
batch and utilize our
within our improved crestion Uplosd and continue editing in Menager by bringing in addresses
streamlined multi-label creation
process. Label Manager from your Address Book

procsss

b) Option 2:Click orLabel Managetab in the navigatiormenu.

Click-N-Ship® VAT e

/ ShippingHistory / AddressBook ; USPSConnect ; Preferences

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

Get Lower
Rates You will have access te nen-published, discounted prices for your business shipping needs. Get

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

. F
Hi, Ted! What's in your Label Manager?
Welcome to the new Click-N-Shio Enhanced Shipoing experience! Here you 519 3466
can view your account information, start your Click-N-Ship experience,
access pravious labsls, creats new labels, manags your address book, and Lreraies TR Rk
mors!

20 1

. . Jesa Batches
View Label Manager Incomplete Baiches
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2) Label Manager Views

You can toggle betweeriewing all labels and viewirdgatch

a) By default, you will be in thall Labelsview.

b) To viewbatch click theBatchestab.

- - 0
CIICk—N—Sh|p® Label Manager / Shipping History / AddressBook / USPSConnect / Preferences \___f Cart

I @ Hide Postage on Label - Choose if you want the postage price to appear on your printed domestic labels. Visit the Preferences tab to learn more.

(a) (b)

All Labels (595) Batches (13)
New Label Use Address Bock C' Refresh Add All Complete to Cart >
] Ship Date  Recipient Service and Mailpi Details Extra Services Total Price All Labels v
1 D 12/12/2023 Clark Kent Priority Mail® Large Flat Rate Box Value: $100 Insurance $19.90
Pick up at: Edit Service And Mailpiece + Add Mailpiece  USPS Tracking Electronic

@ 300 SUPERMAN ST
DECATUR, GA 30030-0000

Ship to:
PO BOX LOCKER
Decatur, GA 30030-2053

2 D 12/12/2023 Clark Kent Pricrity Mail® Large Flat Rate Box

gk;&]ﬂ;u%wm - Edit Service And Mailpiece

DEGATUR, GA 30030-0000

Ship to:
PO BOX LOCKER
Decatur, GA 30030-2053

Edit Extra Services

Details
Add to Cart

Value: $100 Insurance $10.90

+ Add Mailpiece USPS Tracking Electronic
Edit Extra Services

Details
Add to Cart
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3) Al Actions within thd.abelView
There are multiple actions that you can take witttie Labelviewwindow.

a) Filter Labe(s). You can filter the lab&) within the label manageby selecting thell
Label dropdowmA y G KS € 6Sf YSydz FyR aStE800GAy3
G/ 2YLX SGSz¢ aLyO@& L)X SGSz¢ 2NJ acfl 33asSR

- - 0
cllck—N—Sh|p® Label Manager / Shipping History / Address Book / USPSConnect / Preferences \.__f Cart

I @ Hide Postage on Label - Choose if you want the postage price to appear on your printed domestic labels. Visit the Preferences tab to learn more.

All Labels (695) Batches (13)
New Label Use Address Book C' Refresh Add All Complete to Cart >
[l Ship Date  Recipient Service and Mailpiece Mailpiece Details Extra Services Total Price All Labels v
All Labels
1 [ 12/12/2023 Clark Kent Priority Mail® Large Flat Rate Box Value: $100 Insurance $19.80 Complete
Pick up at: i i ilpi + Add Mailpiece  USPS Tracking Electronic I let
@ 300 SUPERMAN ST Edit Service And Mailpiece ‘ [s] e ncomplete
DECATUR, GA 30030-0000 Details Flagged

Add to Cart
Ship to:

PO BOX LOCKER
Decatur, GA 30030-2053

b) CreateaNew Label:You can create a new lalfg)by clickingNew Labekbove the label
table. You camlsocreate a newbatchor perform a file upload by selectirige drop-
R2gy ySEG (2 bikS abSs [ 0S¢t ¢

= " 0
Cllck-N-Sh|p® Label Manager / Shipping History / AddressBook / USPSConnect / Preferences \__f Cart

I @ Hide Postage on Label - Choose if you want the postage price to appear on your printed domestic labels. Visit the Preferences tab to learn more.

All Labels (695) Batches (13)
Use Address Book C' Refresh Add All Complete to Cart >

@ New Label

int Service and Mailpi ilpiece Details Extra Services Total Price  All Labels v
g New Batch

) lent Priority Mail® Large Flat Rate Box Value: $100 Insurance $19.90

[F File Upload at: Edit Service And Mailpiece + Add Mailpiece  USPS Tracking Electronic

b SUPERMAN ST Details Edit Extra Services

DECATUR, GA 30030-0000

Add to Cart
Ship to:

PO BOX LOCKER
Decatur, GA 30030-2053
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c) EditLabel (s)You caredit a labe{s)individually or in bulkvithin the Label Manage
i. Individual MethodCheck the box of the desired label and click on the
RNRLIR2gYy YSydz ySEG (2 G(KSEdh! RR (2

All Labels (695) Batches (13)
New Label Use Address Book C Refresh Add All Complete to Cart >
| Ship Date Recipient Service and Mailpiece Mailpiece Details Extra Services Total Price All Labels -
1 D 12/12/2023 Clark Kent Priority Mail® Large Flat Rate Box Value: 5100 Insurance $19.90
Pick up at: Edit Service And Mailpiece + Add Mailpiece  USPS Tracking Elsctronic
@® 300 SUPERMAN ST Details Edit Extra Services
DECATUR, GA 30030-0000

Add to Ci .
Ship to: |

PO BOX LOCKER .
Decatur, GA 30030-2053 Save As Faverite
Edit
2 [ 12/12/2023 Clark Kent Priority Mail® Large Flat Rate Box Value: $100 Insurance $19.90 Add to Batch
Pick up at: Edit Service And Mailpiece + Add Mailpiece USPS Tracking Electronic
@ 300 SUPERMAN ST Details Edit Extra Services Duplicate
DECATUR, GA 30030-0000
Flag as Priority
Ship to:
PO BOX LOCKER Delete
Decatur, GA 30030-2053

ii. Bulk Method Check the box of the desired lat®landthen clickEditand
whichever section you want to ediship Date, Recipient, Service afadlpiece
MailpieceDetails, Extra Services)

All Labels (695) Batches (13)
New Label Use Address Book C Refresh Add All Complete to Cart >
O Ship Date  Recipient Service and Mailpis ilpiece Details Extra Services Total Price Al Labels v
# Edit # Edit # Edit # Edit # Edit
1 12/12/2023 Clark Kent Priority Mail® Large Flat Rate Box Value: $100 Insurance $19.90
Pick up at: Edit Service And Mailpiece + Add Mailpiece  USPS Tracking Electronic
@ 300 SUPERMAN ST Details Edit Extra Services
DECATUR, GA 30030-0000

Add to Cart
‘Ship to:

PO BOX LOCKER
Decatur, GA 30030-2053

2 12/12/2023 Clark Kent Priority Mail® Large Flat Rate Box Value: $100 Insurance $19.90
Pick up at: Edit Service And Mailpiece + Add Mailpiece USPS Tracking Electronic
@ 300 SUPERMAN ST Details Edit Extra Services
DECATUR, GA 30030-0000

Add to Cart
‘Ship to:

PO BOX LOCKER

Decatur, GA 30030-2053
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d) DuplicateLabel(s) You can create duplicas®f any labes)individually or in bulkvithin
the label manager
i. Individual Method Check the box of the desiréabel and click on the
RNRLIR2gYy YSydz ySE lbuttoandiskl&DuplicdeR (i 2

All Labels (695) Batches (13)
New Label Use Address Book C Refresh Add All Complete to Cart >
O Ship Date  Recipient Service and Mailpiece Mailpiece Details Extra Services Total Price All Labels -
1O 12/12/2023 Clark Kent Priority Mail® Large Flat Rate Box ~ Value: $100 Insurance §10.90
Pick up at: Edit Service And Mailpiece + Add Mailpiece = USPS Tracking Electronic
@® 300 SUPERMAN ST Detail Edit Extra Services
DECATUR, GA 30030-0000 etails

Add to Cart
Ship to: .

PO BOX LOGKER .
Decatur, GA 30030-2053 Save As Faverite
Edit
2 [ 12/12/2023 Clark Kent Priority Mail® Large Flat Rate Box Value: $100 Insurance $19.90 Add to Batch
%ﬁk up at: Edit Service And Mailpiece + Add Mailpiece USPS Tracking Electronic
300 SUPERMAN ST . . .
i Edit Extra S Duplicat
DECATUR, GA 30030-0000 Details 1 Exira serviees Hpteate
Flag as Priority
Ship to:
PO BOX LOCKER Delete
Decatur, GA 30030-2053

ii. Bulk Method Check the box of the desired label(s) andkadic the Actions
button locatednear the topand selecDuplicate

= = 0
Cllck—N—Sh|p® Label Manager / Shipping History / Address Book / USPSConnect / Preferences ‘ﬁf Cart

I @ Hide Postage on Label - Choose if you want the postage price to appear on your printed domestic labels. Visit the Preferences tab to learn more.

All Labels (695) Batches (13)
New Label Use Address Book ' Refresh Add All Complete to Cart >
Add to Cart
O Ship Date  Recipient Service and Mailpiece Mailpiece Details Extra frice Al Labels v
# Edit # Edit # Edit # Edit # Edi{ Add to Batch
Duplicate
1 12/12/2023 Clark Kent Pricrity Mail® Large Flat Rate Box Value: $100 Insurar
Pick up at: Edit Service And Mailpiece iloi usps| Flag as Priority
@® 300 SUPERMAN ST + Add Mailpiece Eaie
DECATUR, GA 30030-0000 Details Create Return Label
Add to Cart
Ship to: Delete
PO BOX LOCKER
Decatur, GA 30030-2053 Delete All Labels

148



e) DeleteLabel(s)You can delete any laklig)individually or in bulkvithin the label
manager.
i. Individual MethodCheck the box of the desired label and click on the
RNRLIR2gYy YSydz ySEG (2 (KSDelete RR G2 /

All Labels (695) Batches (13)
New Label . Use Address Book C Refresh Add All Complete to Cart >
O Ship Date  Recipient Service and Mailpiece Mailpiece Details Extra Services Total Price All Labels v

1 [ 12/12/2023 Clark Kent Priority Mail® Large Flat Rate Box Value: $100 Insurance $19.90

Pick up at: Edit Service And Mailpi i USPS Tracking Electronic

piece + Add Mailpiece
@ 300 SUPERMAN ST - Edit Extra Services
DECATUR, GA 30030-0000 Details

Add to Cart
Ship to: .

PO BOX LOGKER .
Decatur, GA 30030-2053 Save As Favorite
Edit
2 [ 12/12/2023 Clark Kent Pricrity Mail® Large Flat Rate Box Value: $100 Insurance $19.90 Add to Batch
”ck;[ruastupEHMAN ST Edit Service And Mailpiece + Add Mailpiece  USPS Tracking Electronic
® Detail Edit Extra Services Duplicate
DECATUR, GA 30030-0000 etails
Flag as Priority
Ship to:
PO BOX LOCKER Delete
Decatur, GA 30030-2053

i. BulkMethod/ KSO1 GKS 062E 2F (KS RS&AANBR
button located near the top and selebielete.

= = 0
Cllck—N—Sh|p® Label Manager / Shipping History / Address Book / USPSConnect / Preferences ‘ﬁf Cart

I @ Hide Postage on Label - Choose if you want the postage price to appear on your printed domestic labels. Visit the Preferences tab to learn more.

All Labels (695) Batches (13)
New Label Use Address Book ' Refresh Add All Complete to Cart >
Add to Cart
O Ship Date  Recipient Service and Mailpiece Mailpiece Details Extra frice Al Labels v
A Edit  J/ Edit # Edit # Edit # Edij AddtoBatch
Duplicate
1 12/12/2023 Clark Kent Pricrity Mail® Large Flat Rate Box Value: $100 Insural
Pick up at: Edit Service And Mailpiece + Add Mailpiece ~ USPS| Flagas Priority
@ 300 SUPERMAN ST

P Edit E:
DECATUR, GA 30030-0000 Details !

Create Return Label
Add to Cart
Ship to: Delete I

PO BOX LOCKER

Decatur, GA 30030-2053 Delete All Labels
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f) FlagLabel(s) You canlagany labels)as priorityindividually or in bulkvithin the label
manager.
i. Individual Method Simply select th€laglconnexttothed { KA LJ 51 (S¢§
desired labebr check the box of the desired label(s) and click on the dropdown
YSydz ySEG (G2 GKS a&! RFlagiag PriorityNJi ¢ o dzi 2y

27T

All Labels (695) Batches (13)

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

1| shipDate Recipient Service and Details Extra Services Total Price Al Labels v
1 D 12/12/2023 Clark Kent Priority Mail® Large Flat Rate Box Value: $100 Insurance $19.90
Pick up at: Edit Service And Mailpiece + Add Mailpi USPS Tracking Electronic
piece
@® 300 SUPERMAN ST ! Edit Extra Services
DECATUR, GA 30030-0000 Details
Add to Cart
Ship to: =SS
PO BOX LOCKER .
Decatur, GA 30030-2053 Save As Favorite
Edit
2O 12/12/2023 Clark Kent Prioritv Mail® Larce Flat Rate Box  Value: $100 Insurance $19.90 Add to Batch
%ck up at: Edit Service And Mailpiece + Add Mailpiece USPS Tracking Electronic
300 SUPERMAN ST . . .
i Edit Extra Services Duplicate
DECATUR, GA 30030-0000 Details a
_—
Flag as Priority
Ship to:
PO BOX LOGKER Delete
Decatur, GA 30030-2053

G§KS 062E G§KS RS&aANBR

i. Bulk Methodt/ KS O
button located near the top and seleEtag as Priority

27

- - 0
Cllck-N-Sh|p® Label Manager /  Shipping History / AddressBook / USPSConnect / Preferences Er Cart

I @ Hide Postage on Label - Choocse if you want the postage price to appear on your printed domestic labels. Visit the Preferences tab to learn more.

All Labels (595) Batches (13)

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

Add to Cart
] Ship Date Recipient Service and ilpi Mailpi Details Extra frice  All Labels v
/ Edit /' Edit # Edit # Edit # Edif AddtoBatch
Duplicate

1 12/12/2023 Clark Kent Priority Mail® Large Flat Rate Box Value: 5100 Insut

Pick up at: " N o - uUsPs Flag as Priority I

@® 300 SUPERMAN ST Edit Service And Mailpiece + Add Mailpiece cait

DECATUR, GA 30030-0000 Details Create Return Label

Add to Cart

Ship to: Delete
PO BOX LOCKER

Decatur, GA 30030-2053

Delete All Labels
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g) AddLabel(s)o Cat: Youcan addany labe{s)to your cart individually or in bulkithin

the label manager.

i. Individual Method Check the box of the desirdabelandselectAdd to Cart
ii. Bulk Method Check the box of the desired label(s) aaiectAdd All Complete
to Cartor click on theActionsbutton located near the top and seleadd to

Cart

Click-N-Ship®

I @ Hide Postage on Label - Choose if you want the postage price to appear on your printed domestic labels. Visit the

All Labels (695) Batches (13)

0
Label Manager / Shipping History / Address Book / USPSConnect / Preferences ‘ﬁrCart

New Label Use Address Book

Preferences tab to learn more.

C' Retroch

(i)

Add to Cart
O Ship Date  Recipient Service and Mailpiece Mailpiece Details Extra
FEdit  J/ Edit # Edit # Edit # Edij AddtoBatch
Duplicate
1 12/12/2023 Clark Kent Pricrity Mail® Large Flat Rate Box Value: $100 Insura
Pick up at: - N P - USPS Flag as Priority
® 300 SUPERMAN ST Edit Service And Mailpiece + Add Mailpiece e
DECATUR, GA 30030-0000

Ship to:
PO BOX LOCKER
Decatur, GA 30030-2053

Details

Create Return Label
Delete

Delete All Labels

All Labels v

Add to Cart v

(1)
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h) AddLabel(s}o Batch You can add any lalfg)to batchindividually or in bullkvithin
the label manager.
i. Individual Method Check the box of the desired label and click on the
RNRLIR2gYy YSydz ySEG (2 (KSAddtbBaikh G2 /

All Labels (695) Batches (13)
New Label Use Address Book C Refresh Add All Complete to Cart >
O Ship Date  Recipient Service and ilpi ilpi Details Extra Services Total Price Al Labels v
1O 12/12/2023 Clark Kent Priority Mail® Large Flat Rate Box Value: $100 Insurance $19.90
Pick up at: Edit Service And Mailpiece + Add Mailpi 3 USP3 Tracking Electronic
piece
® 300 SUPERMAN ST . Edit Extra Services
DECATUR, GA 30030-0000 Details

Add to Cart
Ship to: .

PO BOX LOGKER .

Decatur, GA 30030-2053 Save A= Faverite
Edit

2 [ 12/12/2023 Clark Kent Pricrity Mail® Large Flat Rate Box Value: $100 Insurance $19.90 Add to Batch
g* ;[:'D ;ﬁUPEHMAN o Edit Service And Mailpiece + Add Mailpiece ~ USPS Tracking Electronic
DECATUR, GA 30030-0000 Details Edit Extra Services Duplicate

Flag as Priority

Ship to:

PO BOX LOCKER Delete

Decatur, GA 30030-2053

i. BulkMethod/ KSO1 G(KS 62E 2F (KS RSaANBR
button located near the top and seleddd to Batch

= = 0
Cllck—N—Sh|p® Label Manager / Shipping History / Address Book / USPSConnect / Preferences ‘ﬁf Cart

I @ Hide Postage on Label - Choose if you want the postage price to appear on your printed domestic labels. Visit the Preferences tab to learn more.

All Labels (695) Batches (13)
New Label Use Address Book ' Refresh Add All Complete to Cart >
Add to Cart
O Ship Date  Recipient Service and Mailpit ilpiece Details Extra All Labels v
# Edit # Edit # Edit # Edit # Ed| AddtoBatch
Duplicate
1 12/12/2023 Clark Kent Pricrity Mail® Large Flat Rate Box Value: $100 Insural
Pick up at: Edit Service And Mailpiece + Add Mailpiece ~ USPS| Flagas Priority
@ 300 SUPERMAN ST ) EditE
DECATUR, GA 30030-0000 Details Create Return Label
Add to Cart
Ship to: Delete
PO BOX LOCKER
Decatur, GA 30030-2053 Delete All Labels
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i) Save Label as Favorit¥ou can save an individual laf&lasfavorite by checking the
02E 2F (KS RSAANBR fl 0S8t OtAO|lAy3d 2y GKS
button andselectingSave As Favorite

All Labels (695) Batches (13)
New Label Use Address Book C Refresh Add All Complete to Cart >
O Ship Date  Recipient Service and Mailpi Mailpiece Details Extra Services Total Price All Labels v
1 D 12/12/2023 Clark Kent Priority Mail® Large Flat Rate Box Value: 5100 Insurance $19.90
Pick up at: Edit Service And Mailpiece + Add Mailpi USPS Tracking Electronic
piece
@ 300 SUPERMAN ST ) Edit Extra Services
DECATUR, GA 30030-0000 Details

Add to Cart v
Ship to:

PO BOX LOCKER

Decatur, GA 30030-2053 Save As Faverite

Edit
2 [ 12/12/2023 Clark Kent Priority Mail® Large Flat Rate Box Value: $100 Insurance $19.90 Add to Batch
Pick up at: Edit Service And Mailpi P USPS Tracking Electronic
piece + Add Mailpiece
@ 300 SUPERMAN ST ) Edit Extra Services Duplicate
DECATUR, GA 30030-0000 Details

Flag as Priority

Ship to:

PO BOX LOCKER

Decatur, GA 30030-2053 Delete

j) Create a Return Labelyou can create a return label fomglabels)within the label

manager by checkinifpe box ofthe desired label(sklickng2 y G KS a! Ol A2y aé

located near the topand seledng Create Return Label

= = 0
Cllck—N—Sh|p® Label Manager / Shipping History / Address Book / USPSConnect / Preferences ‘ﬁf Cart

I @ Hide Postage on Label - Choose if you want the postage price to appear on your printed domestic labels. Visit the Preferences tab to learn more.

All Labels (695) Batches (13)
New Label Use Address Book ' Refresh Add All Complete to Cart >
Add to Cart
O Ship Date  Recipient Service and Mailpil Mallpiece Details Extra frice Al Labels v
A Edit  J/ Edit # Edit # Edit # Edij AddtoBatch
Duplicate
1 12/12/2023 Clark Kent Pricrity Mail® Large Flat Rate Box Value: $100 Insural
Pick up at: " - . - Fl Priori
® BUPU SUPERMAN ST Edit Service And Mailpiece + Add Mailpiece  USPS 292 ol ‘

Edit E:

DECATUR, GA 30030-0000 Details Create Return Label
Add to Cart
Ship to: Delete

PO BOX LOCKER

Decatur, GA 30030-2053 Delete All Labels
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4) All Actions witlBatchView
There are multiple actions that you can take within B&tchessiewwindow.

a) Filter Batch(es): You can filter thdatcheswithin the label manageby selectinghe All
Labelsdropdownin thebatchY Sy dz I yR &St SOGA yBatcheg At 6§ SNBR
G/ 2 YLKy $EX SO S

b) Create a NevBatch You can create a nebatchby selectingNew Batchabove the
batchtable.You can also create a new label or perform a file upload by selecting the
dropR2 6y ySE( Baek ( E82068 8
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