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Overview

The enhanced Click-N-Ship® (CNSv2) experience is catered specifically towards business account
customers that create multiple labels a day. The CNSv2 application allows business account customers
and personal account customers to more efficiently create and pay for labels beyond the current Click-
N-Ship (CNS) capabilities.

For more information on the Enhanced Click-N-Ship® (CNSv2) application, see Click-N-Ship® v2 -
Overview.

The following are the new features, products, and services that are available on the CNSv2 Application:

e All customers can create labels via different label creation methods (Single Label, Multi-
Label Batch, File Upload, Merchant File Upload, and Address Book).

e All customers can edit, organize, and store labels prior to purchasing via the Label
Manager.

e All customers can view and export their purchase history via CSV file, view a label(s)
tracking history or delivery status, and request a refund for a label via the Shipping
History.

e All customers can add free USPS shipping supplies to their order when purchasing labels
via the Label Cart.

e All customers can select to print two labels on a standard 8.5x11 single sheet of paper
without label receipts as printing option.

e Personal account customers can select the option to have their mailpieces delivered to a
nearby USPS Smart Locker of their choice for pick-up.

e Business account customers can select USPS Connect Local® as a Service Type for their
shipping needs.

e Business account customers may enroll in Business Rate Card (BRC) pricing which will offer
lower business rates prices for Priority Mail and USPS Ground Advantage postage
purchases in CNSv2.

e All customers can pay for labels via Credit Card, PayPal, Click to Pay, or Apple Pay.

e All customers can edit Click-N-Ship preferences to make it easier to fill out label forms in
the future.

This User Guide will cover all of the current features within the CNSv2 application and will serve as a
step-by-step guide on how to use them.

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


https://faq.usps.com/s/article/Enhanced-Click-N-Ship-Experience-CNSv2#uploading_labels
https://faq.usps.com/s/article/Enhanced-Click-N-Ship-Experience-CNSv2#uploading_labels
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How to Access the Enhanced Click-N-Ship® (CNSv2) Application

1) Sign into the enhanced Click-N-Ship experience (CNSv2)
a) Navigate to the enhanced Click-N-Ship experience (CNSv2) log in page.
b) Enter your USPS username and password.
c) Click Sign-In and wait to be redirected to the CNSv2 landing page.

sUSPSCOM
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.

[ ] » buy stamps and shop.

» manage PO boxes.

- Password + print custom forms online.

[ ] » file domestic claims.

« set a preferred language.

Sign In Sign Up Now

Forgot your username? 6]

Forgot your password? @



https://cnsb.usps.com/

Enhanced Click-N-Ship® (CNSv?2)
Label Creation Methods

Within the following section, you’ll receive step-by-step guidance on creating both international and

domestic label(s) via our different label creation methods.



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

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

- - 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

discounted business rats pricss for Priority Mail® and USPS Ground Advantsgs™ 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 labels, create new labels, manage your address book, and
more!

. Labels ® Complete Labals

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
Creats individusl labels manually Organize vour laoels o & Import multiple labs's via & File Start multiple lsbsis in Labs
. 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 on New Label located on the Label Manager page.

Click-N-Ship®

[
Shipping History /  AddressBook / USPSGomnect / Preferences \f cart

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

All Labels (96) Batches (11)

Use Address Book © Refresh Add All Complete to Cart >
Service and Mailpiece Mailpiece Details  Extra Services Total Price Al Labels -
New Batch
loce Edit Service And Mailpriece +Add Mailpiece | gps Tracking 95
[/ File Upload EST Details Electronic Missing service type.
NATI. OH 45220-1333 Edit Extra Services  Missing paciags type.

z 0 11/14/2023 John A Doe USPS Connect™ Local Larga Flat +Add Mailpiece  USPS Tracking $4.95
16 PIKE ST Rate Bag

¥ B Details Blectonic Add to Cart
CINCINNATI, OH 45202-4214 Edit Service And Mailpiece Edit Extra Services




2) Verify your Sender Details

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

a) To manually edit the Sender Details information (i.e., Return Address, Email, Phone,
Tracking Notifications selections), click Edit to update those fields accordingly.
Remember to click Save within the Sender Details section to save any changes to the
Sender Detail fields.

b) If you are shipping from a different ZIP Code than the ZIP Code indicated in your Return
Address, please enter the correct shipping from ZIP Code in the Ship from a different
ZIP 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)

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 once it is uploaded into Label 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
— Clark Kent
300 SUPERMAN ST

GHARLOTTE, NG 33333-0000

Use Address Book
Ship from & different ZIP Code™

First Name i Last Name I |I (b)

Email
Company Clark kent@accenturefederal.co
| m

Phone

(704) 000-0000

Courtry

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

= = | o=

~City “State “ZIP Code™

| | oo -] |

|:| Save to Address Book

(:) Status Notifications: OFF

¥oeqpaay




3) Enter the Recipient Details
Within CNSV2, 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 the fill-in boxes with the
Recipient’s Name, Company (if applicable), Address, City, State, and ZIP Code.

i. Note, if you would like the mailpiece recipient to get email notifications about
the mailpiece, check the “Send Recipient Email Notifications” checkbox. You will
need to enter the recipient’s email address and can add an optional message (up
to 125 characters).

ii. Note, you can save the entered address to your Address Book for later refrence
or use by checkboxing “Save to Address Book” checkbox.

Cl|ck-N-Ship® Label Manager / Shipping History / AddressBook / USPSConnect / Preferences \Lfc;m

Sign Up for a Click-N-Ship® Business Rate Card and Save
Get Lower
Rates “ou will have access to nop-published, discounted prices for your business shipping needs. Get discounted business

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 o s
required information is entered, you can add it dirsctly to the Label Gart. e ave

Step 1: Enter Recipient Details Sender Details
Plzase 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 50 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 Label 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
more. Clark Kent
300 SUPERMAN ST

GHARLOTTE, NG 33333-0000

Use Address Book
Ship from a different ZIP Code™

First Name ML Last Name
Emes
Gempeny jared heidotting@accenturefeder
I | al.com
Phana
(a) iz (513) 405-5475
I United States of America ‘ w |

|:| Send me tracking notifications

= |

“City “State “ZIP Code™

| | (S | |

|:| Save to Address Book

(i—ii) () Status Natificstions: OFF




Manage my Address Book >

b) Option 2: To select a saved address from your Address Book. Click Use Address Book to

access your Address Book.

i. Search for your desired recipient address and click Use This Address. The
selected address should then automatically populate within the Recipient Detail

fields.

Label Manager

Click-N-Ship®

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

Rate Gard.

« 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 ML

/ Shipping History / Address Book /

Company

|

Courtry

United States of America

7
USPS Connect  /  Preferences S can

Add to Cart I

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
CHARLOTTE, NC 33333-0000

Ship from & diffarent ZIP Code™

Emai

Jared_heidotting@accenturefeder
al.com

Phone

(513) 405-5475

[ Send me tracking notifications

Address Book

Search results 1-1 of 1

Results per page -

Al A B CDEF GH I J KL MMNOWPQQWRS T UV
Search Contacts —
W X Y Z
All Contacts (1)
Name (Last, First) Locati
[ o] KENT, CLARK 300 SUPERMANT ST
CHARLOTTE NC, 33333-0000
UNITED STATES




(a/b)

4) Select Hazardous Materials Type (If Applicable)

a) Select ‘Yes’ if your mailpiece contains 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, radioactive
materials, solvents, and more (click on ‘more examples’ for detailed list).

b) Select ‘No” if your mailpiece does not contain any hazardous or dangerous materials.

c) If‘Yes” is selected, select a category type for the hazardous or 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




5) Select the Service Type
a) Select the date you would like the mailpiece to ship (you may select a date up to 3 days
from today).
b) Choose the Mailpiece Type (USPS Flat Rate Packaging or Choose your own box).
i. If youselect “Choose your own box,” please enter the mailpiece weight,
dimensions (if shipping a mailpiece greater than 12” long), and girth (if
applicable).

Step 2: Select Service and Mailpiece Type

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

Shipping Date
Chooss B dateup 1o 3 lef.'E- from tIZIUE['_r'.

(a) 02/29/2024 B
[choose Your Mailpiece Type
(b) () USPS® Flat 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 ‘
(i)
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 W ‘




c) Select a Service Type by clicking on the dropdown button and selecting from the options

available.

i. Note: USPS Connect Local® Service Types will only be displayed for eligible
addresses. Eligibility is determined by the sender address entered in step 1.

Select Your Service and Mailpiece Type

Selecting a 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 vou like for this mailpiece?

Select a Service o
Priority Mail® 7-3 Day Delivery [ Starting from $7.90
Priority Mail Express® 1-2 Day Delivery | Starting from $30.45
USPS Gonnect® Local 1-2 Day Delivery [ Starting from $3.95
USPS Gonnect® Local Mail 7-2 Day Delivery [ Starting from $2.95




6) Select the Mailpiece Type (Two Options)

a) Option 1: For USPS Connect Local® Service Types — click on the View Mailpiece Types
button and select a mailpiece type from one of the options available based on your
previous selections.

i. Note, the prices and scheduled delivery dates displayed are calculated based on
the Service Type selection, your Return Address, and 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?

USP3S 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 Connect® Local Small Flat Rate Bag Same-Day or Next-Day 5415

g*x 42" Delivery Per Label

(a) (0 USPS Connect® Local Flat Rate Box Same-Day or Next-Day $4.95
12" x 3-1/2" x 14-1/8" Delivery Per Label

o USPS Connect® Local Large Flat Rate Bag Same-Day or Next-Day 54.85

14" x 17" Delivery Per Label

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




(b)

(i)

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

Choose Your Drop-off Location

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

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

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

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

Show More Locations

\ Rockwell

T



c) Option 2: For all other Service Types — click on the View Mailpiece Types button and
select a Mailpiece Type from one of the options available based on your previous
selections.

i. Note, the prices and scheduled delivery dates displayed are calculated based on
the Service Type selection, your Return Address, and Recipient Address locations.

Select Your Service and Mailpiece Type

Selecting & Priority Mail Flat Rate™ product or a Pricrity Mail Express Flat
Rate™ product requires USPS® provided packsging.

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

Sanica Typs: which shipoing method would you lIks for this maliplecs?

‘ Priority Mail Express® - ‘

(c) View Mailpiece Types
You're shipping with Commercial Pricing.
Enjoy your discounted rates.

Prices are based on shipping Priority Mail Express® from ZIP Code™
45202 to 28262 on 02/29/2024.

Mailpiece Type Scheduled Delivery Price

(i) © Priority Mail Express® Choose Your  See Estimated Delivery $28.95
O Box in Label Manager Per Labal
ICNaoSs your own bax)

Don't see vour Mailpiece Type? Update your Shipping Date, Package Type, and
Sarvice Tvpe 1o sea other oplions.




7) Enter Content Details (Optional)
The Content Details section is only required for mailpieces that require a Customs Form
(International Labels).
a) Enter the item description.
b) Enter the Item weight (Ibs.) - if not applicable, enter ‘0"
c) Enter the item weight (oz) - if not applicable, enter 0’
d) Enter the item value.
e) Enter the quantity of the item.
f) Add another item.
g) Enter the mailpiece value.

Step 3: Content Details

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

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

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

(e)

w [

Mailpiece Details

nalipiscs Valus

5 |o (g)

Enter & vElS Up to and Including $6,000.00




8) Select Extra Services
a) Ifyou are interested in adding extra services to your mailpiece, please select one of the
available Insurance options and Signature Services options.

Step 4: Select Extra Services

Pleaze aslect any extra services vou would like to add to this label.

[1 1am shipping Cremated Remains

Prigrity Mail Express covers up to $100 of the mailpiece value. For
mailpieces with & value owver $100, additional insurance can be purchased to
cover the balance.

Insurance
i) Mone
Q) Insurance — Pricrity Mail Exprass Free

Signature Services
QO Mone

(O Adult Signature Restricted (D) £9.65
Dalivany 21 or Older

(O Adult Signature 21 or Older (D) £9.35
Fequirad

Special Delivery Services

[ Hide Postage onLabe (@) Free

Additional Delivery Services
[0 Lakbel Delivery - Cutbound £1.25

Return Services
Thiz iz the only copartunity to creafe a return label for this outgoing label.

[] Create a retwm labal Free®
“It i free to create g retum labal. You
will only be charged if this return label
iz uzad.




9) Review Label Summary
Refer to the Label Summary to get a brief summary of your label order. The Label Summary will

be a grey box located at the top right or the bottom of the page.

Label Summary

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

Add to Cart ‘ Save

10) Add Label to Cart or Save Label

a) Ifall required information is correct and you would like to proceed to purchase the
label, click Add to Cart and you will be notified about USPS Smart Locker availability
(Proceed to step 11).

b) If all required information is correct and you would like to save you label, click save to
save your label to your Label Manager (Proceed to step 12).

i. Note, you can save at any time if Recipient Details are provided. Saving will
allow you to come back to this label later to make any changes prior to

purchasing it.

Label Summary

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

Add to Cart ‘ Save ‘l

(a) (b)




11) Select to Ship to a USPS Smart Locker (Two Options)

a) Option 1: via Label Cart — after adding the label to the cart, you will be notified if a USPS
Smart Locker is available near the recipient’s address. If you would like to ship your
mailpiece to the USPS Smart Locker, select Ship to Locker.

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

The address you're sending to is close to & sscurs,
self-service USPS® Smart Locker. For no extra

cost, you can ship vour package to the USPS®

Smart Locker, where your 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: via Label Manager — after saving the label to the Label Manager, you will be
notified if a USPS Smart Locker is available near the recipient’s address. If you would like
to ship your mailpiece to the USPS Smart Locker, select Ship to Locker.

New Label Use Address Book 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 ilpi ilpi 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, NG 28262-2550 Edit Service And Mailpiece + Add Mailpiece Edit Extra Services Add to Cart v
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




(b)

c)

Enter the recipients email address so that they can receive a pickup notification.
d) Choose the Smart Locker of your choice from the options listed by selecting Ship Here.

Find Smart Locker

Street Address
2719 E GOLLEGE AVE
“City “State “ZIP Code™
I DECATUR ] \ GA - Georgia v l I 30030
“ 2P
Enter it email for pickup
“Recipient email (required)
l T
1 &
H ¥
HI
g 28
R
0.4 miles away £ ea
Decatur Main Office ® PostOffice™ &

520 W PONCE DE LEON AVE
DECATUR, GA 30030

Open now |

Closes 11:59 PM v
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12) Add Label to the Cart and Review Label Details
a) After adding the label to the cart, review the label information for accuracy.
i. Note, if a Smart Locker was selected, it will be displayed under Recipient Section.
ii. Note, if a Connect Local label was created, the drop-off location will be displayed
above the Ship Date section.

Label Cart (2)

< Back to Label Manager

Remove

E ship Date Recipient Service and Mailpiece Mailpiece Details Mailpiece Services Price
1eof1 01/22/2024 Customer pick up at: Priority Mail® Legal Flat Rate Envelope Walue: $100 Legal Flat Rate Envelope $8.80
A Edit W Otk Kent USPS Tracking Electronic Fras

== 300 SUPERMAN ST | -
CHARLOTTE, NC 33333-6354 nEurance rae
( i ) . Total Label Cost 58.80
Ship to:
USPS SMART LOCKER

CHARLOTTE, NC 28208-0300

Remove

. USPS CONNECT™ LOCAL - MID CITY CINCINNATI POST OFFICE (1)
( I ) CINGINMATI, OH 45203
Ship Date Recipient Service and Mailpiece Mailpiece Details Mailpiece Services Price
1ef1 012272024 Clark Kent USPS Connect™ Local Large Flat Rate Bag Large Flat Rate Bag $4.95
Edit 32 E COURT ST APT 8 IJSPS Tracking Electronic Free
/—‘ CINCINNATI, OH 45202-1114
Total Label Cost 5495

UsPs?® Shipping Supplies

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

+ Add Shipping Supplies

X Remave All Order Total: $13.75




How to Create a Single International Label
Create an international label for a single recipient following the steps below.

1) Begin Single Label Creation Process — Two Options
a) Option 1: Select Create a Single Label located 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 Batch

Create a Single Label Import Labels Start From Address Book
Creats individusl labels manually Organize vour laoels o & Import multiple labs's via & File Start multiple lsbsis in Labs
. 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.

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

Click-N-Ship®

1
/ Shipping History / Address Book / USPSConnect / Preferences S cant

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)

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

& New Label
Service and Mailpiece Mailpiece Details  Extra Services Total Price All Labels -
€ NewBatch # Edit # Edit # Edit
BF File Upload lent Priority Mail Express® Choose 1oz USPS Tracking Electronic  $19.90
at: Your Qwn Box Value: $100 s Insurance
[] %%%i?ﬁs“g:g‘gﬂru 4000 Edit Service And Mailpi + Add Mailpi Edit Extra Services
' : Details Added to cart
Edit Label

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




2) Verify your Sender Details

The Sender Details section is pre-populated by default based on the address associated with

your account. To change or update this default address, refer to the Preferences tab located at

the top of the landing page.

a) To manually edit the Sender Details information (i.e., Return Address, Email, Phone,
Tracking Notifications selections), click Edit to update those fields accordingly.
Remember to click Save within the Sender Details section to save any changes to the

Sender Detail fields.

b) If you are shipping from a different ZIP Code than the ZIP Code indicated in your Return

Address, please enter the correct shipping from ZIP Code in the Ship from a different
ZIP 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)

CIick-N-ship® Label Manager / Shipping History

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

Get Lower

7
/ Address Book J USPSConnect [/ Preferences \_J-Can

Rates You will have access to non-published, discounted prices for your business shipping neads. Get discountad business Sign Up

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

< Label Manager

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

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

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 seff-service pickup at free, secure Smart
Lockers in Post Office™ locations. (Recipient email address requried.) Learn
more.

Use Address Book

First Name M1 Last Mame
Gompany
Gouniry
Unitad States of America ‘ e
“Strest Address Apt/Suite
Gty “State “ZIP Gode™

| =

|:| Save to Address Book

(:) Status Notifications: OFF

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
CHARLOTTE, NC 33333-0000
Ship from = different ZIP Code™

| | )

Email

clark.kent@gmail.com

Phone
(704) 780-0052

I:l Send me tracking notifications ( a )

# Edit |

¥oeqpaay




3) Enter the Recipient Details
Within CNSV2, 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 — fill out the fill-in boxes with the
Recipient’s Name, Company (if applicable), Country (for international shipping, an
estimate for the total landed cost will be provided), Address, City, State, and ZIP Code.

i. Note, if you would like the mailpiece recipient to get email notifications about
the mailpiece, check the “Send Recipient Email Notifications” checkbox. You will
need to enter the recipient’s email address and can add an optional message (up
to 125 characters).

ii. Note, you can save the entered address to your Address Book for later refrence
or use by checkboxing “Save to Address Book” checkbox.

Cl|ck-N-Ship® Label Manager / Shipping History / Address Book / USPS Connect /[  Preferences \;fcm

Sign Up for a Click-N-Ship® Business Rate Card and Save
“ou will have access to non-published, discounted prices for your business shipping needs. Get discounted business

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

< 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. ERUERC S Save

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
required before selecting package services. 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

*] . =
USPS™ Smart Lockers: Available in select locations, USPS™® Smart Lockers let into Label Manager.

@ you ship packages to people via seif-service pickup at free, secure Smart
Lockers in Post Office™ locations. (Recipient email address requried ) Learn
more. Return Address

Clark Kent
300 SUPERMAN ST

CHARLOTTE, NC 33333-0000
Use Address Book

Ship from & different ZIP Code™

First Name ML Lest Name
Compsny Emal
I | clark.kent@gmail.com
Phone
(a) Feumy (704) 780-0052
| United States of America ‘ 4 l

[] Send me tracking notifications

“Streat Addeess Apt/Suite -
I l I | -" Edit

“City “State *ZIP Code™

| | o] |

[ save to Address Book

( =1 ) @ ) swtus Notifications: OFF

yoeqpaad




b) Option 2: To select a saved address from your Address Book — click Use Address Book to
access your Address Book.

CI|ck-N-Ship® Label Manager / Shipping History / AddressBook / USPSGennect / Preferences \Z‘rcan

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. Gat discountad business

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

< Label Manager

You can save your label ta Label Manager after you have entered the Recipient Information. Once all
required information is entered, you can add it directly to the Label Gart. REEITCEE

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 sarvices infarmation. 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 OIEE LGP 2 ) L oa LT et
(@ 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
—_— Clark Kent
300 SUPERMAN ST

CHARLOTTE, NG 33333-0000

First Name ML Last Name
Eme
Gompany jared.heidetting@accenturefeder
{ ‘ al.com
Phone
Gourty (513) 405-5475
Unitad States of Amarica | v ‘
[ Send me wracking notifications
“Street Address AptiSute
"Gty “State “ZIP Gode™

| =] |

[ save to Address Book

() Status Notifications: OFF

i. Search for your desired recipient address and click Use This Address. The
selected address should then automatically populate within the Recipient Detail
fields.

X
Address Book
Manage my Address Book > Search results 1-1 of 1 Results per page
Search Contacts ﬂABCDEFGH\JKLMNOPOJSTUV
W X Y Z
All Contacts (1)
Name (Last, First) Company Location
0o KENT, CLARK 300 SUPERMANT 3T
CHARLOTTE NC, 33333-0000
UNITED STATES




(a/b)

4) Select Hazardous Materials Type (If Applicable)

a) Select ‘Yes’ if your mailpiece contains 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, radioactive
materials, solvents, and more (click on ‘more examples’ for detailed list).

b) Select ‘No” if your mailpiece does not contain any hazardous or dangerous materials.

c) If‘Yes” is selected, select a category type for the hazardous or 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




5) Select the Service and Mailpiece Type
a) Select the date you would like the mailpiece to ship (you may select a date up to 3 days
from today).
b) Choose the Mailpiece Type (USPS Flat Rate Packaging or Choose your own box).
i. If youselect “Choose your own box,” please enter the mailpiece weight,
mailpiece dimensions (if shipping a mailpiece greater than 12” long) and
mailpiece girth (if applicable).

Step 2: Select Service and Mailpiece Type

Fill out the information below and aslect vour asrvice and mailpiece type.

Shipping Date

Chnooss B dats up to 3 deys from today.

(a) 02/29/2024 ]
Choose Your Mailpiece Type
(b) () USPS? Flat Rate Packaging
@ Choose your own box

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

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

0 b= 0 oz ‘
Entar the dimensions if known.
Length T Height

(i) 0 in ‘ 0 in 0 in ‘

[] This mailpiece i=n't & standard, rectangular box

Do any of the bslow charscteristics apply 1o youwr meliplecs?

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

‘ Mone




c) Select a Service Type by 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, click View Mailpiece Types, and select a mailpiece
type from one of the options available based on your previous selections.
i. Note, the prices and scheduled delivery dates displayed are calculated based on
the Service Type selection, your Return Address, and 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
( i ) 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.




6) Enter Mailpiece Content Details (Optional)
The Content Details section is only required for mailpieces that require a 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

7) Select Extra Services
a) Ifyou are interested in adding extra services to your mailpiece, 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

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

Step 5: Non-Delivery Options

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




9) Input Mailpiece Information

International mailpieces require further mailpieces information. Fill out the required
information:

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

describes your mailpiece.

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 & da , Including any Item with &
thium bsttery, you must choose the Dangs So0as opthon.

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 @

Gertificate Number ()

Invoice Mumber @




10) Fill out the Custom Form
This customs form is used to declare the contents of your mailpieces in order to pass through
the corresponding Custom Agencies that control the flow of goods in and out of each country.

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

Step 7: ltem Information for Customs

This form is used to declare the contents of your mailpiece in order to pass through the
corresponding 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




b) Enter the item description.

c) Select a category that describes the item that is being shipped.

d) Enter the item quantity, value, and weight of the item that is being shipped.
e) Select the Country of Origin for the item that is being shipped.

f) Once finished, select Continue to proceed to the next step.

Enter information for new item

Enter Item Description

= ltem Description

(b)
Select a category describing this item
= Sslect & category
(c) Category w
Tell us more about this item
= Quantity * tem Velus = Weight (lbs) = Weight {ozs}
(d) 5 00.00 USD s 0zZs
The items in this mailpiece must be equal or less than the total mailpiece weight.
Current Weight: Total Weight:
[0 lbs O ozs) [0lbs 6 ozs]
HS Teriff Code ()
(e) Q000.00.0000

= Country of Origin -@

(f)




11) Review Calculated Landed Cost Estimate

The Calculated Landed Cost Estimate is a brief summary of your estimated landed cost for the
international label (includes the sum of the calculation of duties, taxes, and other import fees)

a) To view a detailed breakdown of the duties, fees, and taxes, select View Summary.
b) To receive a copy of your Landed Cost via email, enter your email and click Submit.

Step 8: Calculated Landed Cost Estimate

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

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

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

Optional: Email a copy of the Landed Cost

Enter Email

Submit

c) Review the detailed breakdown summary of the duties, fees, and taxes.
X
Item Breakdown of Calculated Landed Cost
Item Qty Value Weight
Sheet Music 0 $100.00 0lbs, 1 0zs Duties: $31.91
HS Tariff # Taxes: $13.40
Qrigin: US

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

Total: 545.86




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

Label Summary

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

Add to Cart ‘ Save

13) Add Label to Cart or Save Label

a) Ifall required information is correct and you would like to proceed to purchase the
label, click Add to Cart and 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, click save to
save your label to your Label Manager (Note, you can save at any time if Recipient
Details are provided. Saving will allow you to come back to this label later to make any
changes prior to purchasing it).

Label Summary

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

Add to Cart Save

(a) (b)




How to Create a Multi-Label Batch

Create multiple labels for multiple recipients via the batch method.
1) Begin Multi-Label Batch Process
a) Option 1: Select Create a Batch located on the landing page.

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
Creste individual labels manually Organize your labels inta & 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. srocess Label Manager. from your Address Book.

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

. . 1
CI|ck-N-Sh|p® LabelManager / Shipping History / AddressBook / USPS Connect / Preferences S cant

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 v Use Address Book C Refresh Add All Complete to Cart >
& New Label
Service and Mailpiece Mailpiece Details  Extra Services Total Price Al Labels -
£ NewBatch # Edit # Edit # Edit
BT File Upload lent Priority Mail Express® Choose 10z USPS Tracking Electronic  $19.80
at: Your Gwn Box Value: $100 Insurance
@® 300 SUPERMAN ST Edit Service And Mailpiece + Add Mailpiece Edit Extra Services
DEGATUR, GA 30000-0000 i
Details (@ Added to cart
Edit Label
Ship to:

PO BOX LOCKER
Decatur, GA 30030-2053




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

a) To manually edit the Sender Details information (i.e., Return Address, Email, Phone,
Tracking Notifications selections), click Edit to update those fields accordingly.
Remember to click Save within the Sender Details section to save any changes to the
Sender Detail fields.

b) If you are shipping from a different ZIP Code than the ZIP Code indicated in your Return
Address, please enter the correct shipping from ZIP Code in the ‘Ship from a different
ZIP 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: There 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




3) Enter Batch Details and Create Batch
a) Enter a Batch Name. If no name is entered, it will autogenerate a batch name.
b) Enter Batch Notes (Optional)
c) Select Create Batch to be directed to the Batch Summary page and to start adding
recipients.

CIick-N-Ship® Label Manager [/ Shipping History [/ AddressBook / USPSConnect [ Preferences \g,f Cart

@ Skip the surcharge. Ship with USPS: Thers will be no peak or demand surcharges on holiday shipping this ssason. Plus, sll enhanced Click-
N-Ship® customers receive lowsr Commercial Rates.

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 Sender Details

Bstch 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.
Betch Mams [optional

“fou CEN Nams your Bstch hers. If you don't nams it, & nams will 02 generstsd bassed

on the dets and time of creation (8.g. Batch 04/ 0G/2021, 08:34 PM)
&2 - Return Address

Clark Kent
( a-b ) 300 SUPERMAN ST
CHARLOTTE, NC 33333-0000

Betch Notss (optionsl)

Ship from a different ZIP Code™

]

Email

clark.kent@gmail.com

Phone

(704) 780-0052

|:| Send me tracking notifications

(c)

Can Ce'




4) Adding Recipients
a) Option 1: Add Recipients to a batch via File Upload. Guidance on File Upload can be found
below.

Click-N-Ship® Label Maneger / Shipping History / AddrossBook / USPSCommect [ Proferences  \d 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 © Refresh
Batch Summary Sender Information Batch Notes

Clark Kent
Total $14.75

300 SUPERMAN ST
CHARLOTTE, NC 33333

O Ship Date  Recipient Service and Mailpiece Mailpiece Details Extra Services Total Price  All Labels -
1 O 11A47/2023  Johnny Doe Pricrity Mail Express® Choose 1oz USPS Tracking Electronic  $14.75
300 SUPERMAN ST Your Own Box Value: $100 Insurance AddtoCart | v
DECATUR, GA 30000-0000 3 Edit Service And Mailpiece + Add Mailpiece Edit Exira Services
Details

b) Option 2: Add recipients to a batch via Label Manager. Guidance on Label Manager actions
can be found below.

click-N-Ship® _ / Shipping History / AddressBook [/ USPSConnect [/ Preferences g 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 (693) Batches (13)
Add to Cart
] Ship Date  Recipient Service and p Mailpiece Details Extra rice All Labels -
# Edit # Edit 2/ Edit 4 Edit / Edi] Add to Batch
Duplicate
1 12/12/2023 Clark Kent Priority Mail Express® Choose 1oz UsPS
Pick up at: Your Own Box Value: $100 nsural  Flag as Priority
@® 300 SUPERMAN ST Edit Service And Mailpiece + Add Mailpiece Edit E
DECATUR, GA 30030-0000 Details Create Return Label -.
Add to Cart v
Ship to: Delete
PO BOX LOCKER
Decatur, GA 30030-2053 Delete All Labels




5) Select Service and Mailpiece Details
There are multiple ways to select your Service and Mailpiece Types. Steps (a)-(c) each outline a

different method to select service and mailpiece details for the recipients.

If you have 50 or more labels destined for the same delivery area, you may be eligible for USPS
Connect® Regional. More information on USPS Connect® Regional can be found here.

a)

Individual Recipient Method: If you would like service and details specific to each recipient

you may click on the “Edit Service and Mailpiece” button in the recipient’s label row. A pop-
up will appear where you can select the Service and Mailpiece type for a single recipient.

b)

“Edit All” Method: If all recipients have the same Service and Mailpiece details, you may

select the “Edit” button located beneath the “Service and Mailpiece” title. A pop-up will
appear where you can select the Service and Mailpiece type for all recipients.

Bulk Action Method: If there are sub-group of recipients with the same Service and

Mailpiece details, you may checkbox their names on the left, click the “Action” dropdown
button, and select the “Edit” option in the drop-down menu. A pop-up will appear where
you can select the Service and Mailpiece type for the sub-group of recipients.

Click-N-Ship®

Label Manager /

Shipping History / AddressBook / USPSConnect f

Preferences

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

Total

Add Recipient

Add From File Upload

$14.75

Sender Information
Clark Kent
300 SUPERMAN ST

CHARLOTTE, NC 33333

Edit

l l C Refresh

Batch Notes

(c) Add All Complete to Cart >

ShipDate  Recipient Service and Mailpiece Mailpiece Details Extra Services Total Price  All Labels S
FEdt  pEdit (b) |, ean S # Edit
Add Mailpi
1 03/24/2023  Maya Pack Prioity Mail® Flat Rate Envelope T ACANSIPIEES  nsirance $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
DECATUR, GA 30000-0000

Edit Service And Mailpiece

Details

USPS Tracking Electronic
Edit Extra Services



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) Edit Mailpiece Details

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

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

b) “Edit All” Method: If all recipients have the same Mailpiece details, you may select the
“Edit” button located beneath the “Mailpiece Details” title. A pop-up will appear where you
can enter the Mailpiece details for all recipients.

c) Bulk Action Method: If there are sub-group of recipients with the same Mailpiece details,
you may checkbox their names on the left, click the “Action” dropdown button, and select
the “Edit” option in the drop-down menu. A pop-up will appear where you can enter the
Mailpiece details for the sub-group of recipients.

- - 5
Chck- N _Sh| p® Label Manager / Shipping History / AddressBook /[ USPSGonnect / Preferences \nr 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
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 >
(b)
Ship Date  Recipient Service and Mailpiece Mailpiece Details Extra Services Total Price  All Labels -
# Edit /# Edit / 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
DECATUR, GA 30000-0000

Edit Service And Mailpiece

Details

USPS Tracking Electronic
Edit Extra Services




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

There are multiple ways to select your Extra Services for your Mailpieces. Steps (a)-(c) each
outline a different method to select Extra Services for the recipients.

a) Individual Recipient Method: If you would like to select Extra Services specific to each
recipient you may click the “Edit Extra Services” button in the recipient’s label row. A pop-up
will appear where you can select the desired Extra Services for a single recipient.

b) “Edit All” Method: If your batch of labels all have the same Service and Mailpiece type and
all recipients require the same Extra Services, you may select the “Edit” button located
beneath the “Extra Services” title. A pop-up will appear where you can select the desired
Extra Services for all recipients.

c) Bulk Action Method: If there are sub-group of recipients with the same Service and
Mailpiece type that need Extra Services, you may checkbox their names on the left, click the
“Action” dropdown button, and select the “Edit” option in the drop-down menu. A pop-up
will appear where you can select the desired Extra Services for the sub-group 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) Edit l l O Refresh
Batch Summary Sender Information Batch Notes
Clark Kent
Total 14.75 _
@ s 300 SUPERMAN ST
CHARLOTTE, NC 33333
(c)
Add Recipient Add From File Upload Add All Complete to Cart >
(b)
Ship Date  Recipient Service and Mailpiece Mailpiece Details Extra Services Total Price  All Labels -
# 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




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 to add labels to the cart. Steps (a)-(b) each outline a different method

to add labels to the cart.
a)
recipient’s row.

b)

Click-N-Ship®

Label Manager /

Shipping History [/ Address Book /[ USPSConnect /

Individual Recipient Method: Individually add labels to cart by selecting Add to Cart in the

“Add All” Method: Add all labels to cart by selecting Add All Complete to Cart.

e

Preferences

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

Total

Add Recipient

Add From File Upload

$14.75

Sender Information
Clark Kent

300 SUPERMAN ST
CHARLOTTE, NC 33333

Edit l l C Refresh

Batch Notes

(b)

Add All Complete to Cart >

Ship Date  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
2 03/31/2023  Leon S Kennedy Priarity Mall® Flat Rate Envelope + Add Mailpiece  |ngyrance $8.05
300 SUPERMAN ST Edit Service And Mailpiece Details USPS Tracking Electronic Add to Cart
Edit Extra Services

DECATUR, GA 30000-0000




How to Import Labels via File Upload
Import multiple labels via the File Upload method outlined below.

s Please use this guide file and the steps below to understand the required
X fields and necessary inputs for CNSv2 file upload.

CNSv2JobAid_FileUpl

oad.xlsx Note, an updated Job Aid is currently under development which will be

included in this document once completed.

Download here

1) Begin File Upload Process
a) Option 1: Select Import Labels located on the landing page.

C|ick-N-Ship® Label Manager / Shipping History / AddressBook [ USPSGonnect [ Preferences \,E,I'Cart

Sign Up for a Click-N-Ship® Business Rate Card and Save
“ou will have accass to non-published, discounted prices for your business shipping needs. Get discounted businass

rate prices for Pricrity 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! Hera you

i ! X i X i 86 10
can view your account information, start your Click-N-Ship experience,
sccess previous labels, create new labels, manage your addreas book, and

more!
11 0
® [ncomplate Batches ® Complete Batches

® [ncomplate Labals ® Complete Labels

View Label Manager

Want to create an Enterprise Payment Account (EPA) to pay and manage services cnline through a 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 fo 24-36 hours.

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

(e

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

o] ize your labels int
rg;:tlz: ;::ru:“::;:ro 2 Import multiple lsbels via a File Start multiple labels in Label
Upload and continue editing in Manager by bringing in addres=es

streamlined multi-label creation Label Manager. from your Address Book.
process.

Creste individual labelz manually
within our improved creation
process.



https://www.usps.com/c360/images/sending_mail/enhanced_cns/CNSv2JobAid_FileUpload.xlsx

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

1
Shipping History / Address Book / USPSConnect /[ Preferences Hf 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 Preferences tab to learn more.

All Labels (693) Batches (13)
New Label v Use Address Book C Refresh Add All Complete to Cart >
& New Label
Int Service and Mailpiece Mailpiece Details  Extra Services Total Price All Labels v

£ NewBatch # Edit # Edit # Edit

[F File Upload lent Priority Mail® Large Flat Rate Box ~ Value: $100 USPS Tracking Electronic  $19.90
b at Edit Service And Mailpi: + Add Mailpi Insurance

g%oi?jsgxf go?)Tnn 0000 Details Edit Exira Services
! B Added to cart
Edit Label

Ship to:
PO BOX LOCKER

Decatur, GA 30030-2053




2) Select File Type
a) Select I have my own file to upload.

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 select Download CSV Template.

ii. Note, to download step by step instructions on how to fill out the template,
select Download Instructions.

iii. Note, to better understand the fields that are required, refer to the Fields
Required section.
b) Once the type of file is selected, click on Select CSV File to Upload to begin uploading
your CSV file.

Uplcad Flis Assign to & Baich Map Column Headers Import Lebsis

Import a List of Labels
It’s easy to import labals, up to 1000 at a time. Start by selacting a CSV file to upload. Download a Template and Instructions

‘What file would you like to upload? Atemplate C5V file is available

D load CSV g
(a ) © | have my own file to upload (This includes the downloadable template provided) ownloa ( i )
Template

&

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

We have provided instructicns te understand the requined
and necessary inputs for successfully uploading labels.

‘We recommend using a Click-N-Ship template to ensure field mapping accuracy. Download
However, you may upload your own version and manually map the fields that do not &, i ( 1l )
automatically map. Instructions

Read our FAQs for more information.

( b ) \ Select GSY File to Upload

Fields Required

Next
( l ) Required Recipient Information
Home Label BManager First Name, Last Name, Address Line 1, City/Town, State,
ome 2 fal=] =
Z|P Code™ and Country

Required Sender Information

First Name, 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
Waight




3) Upload File
a) If your file uploads successfully, you will see a green box verifying its successful upload.
b) Select Next to proceed to the next steps.

Upload Flis Agsign 1o & Bstch IMap Column Headsrs Import Lebsls.

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

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

&

D load CSV
© | have my own file to upload (This includes the downloadable template provided) l ownloa |

Template

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

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

File Selected: Label_Template_Hannah.csv

Download |

4
l = Instructions

(& Upload Successful

( a ) The file did upload successfully. Next, map the fislds. Read FAQs fo info i
ead our 5 for more information.

Fields Required

Required Recipient Information

Home Label Managar
First Name, Last Name, Addrass 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, Call Phone

Required Label Information

Package Type, Service Type, Shipping Date, Package
Weight




4) Assign to Batch
a) To add the labels to an existing batch, select Add to an Existing Batch.
b) To add the labels to a new batch, select Create a New Batch.
i) Note, if a new batch is selected, you can name the Batch of labels and add notes if
needed (optional).
c) Once ready, select Next: Import Labels to proceed to the next section.

Upload Flis Assign 10 & Bstch IMap Column Hsaders Import Labsis

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 G5V file is available

(a/b)

O Add to an Existing Batch l Download CSV l

by
© Create s New Batch Template

We have provided instructions to understand the required

Add Labels to an New Batch and necessary inputs for successfully uploading labels.
Mame this Batch of Labels in Click-N-Ship
Download
. ' by i
Batch Name [optional) Instructions

Batch Notes Read our FAQs for more information.

l Add note for yourself {optional) l

Fields Required

Required Recipient Information

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

Home Label Manager 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




(a)

5) Map Column Headers

a) To apply a saved mapping to the current one, select one from the Apply a Saved Mapping
dropdown section.

b) Verify that your file’s column headers have been mapped to the Click-N-Ship® 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




(c)

(d)

c) To save the current filed mappings as a template for future CSV uploads, enter the Field
Mapping Name and select Save as New Mapping to save the template (optional).

i) Note, unmapped fields will not be imported.

d) Ifallinformation is correct and you would like to proceed, select Confirm Mapping & Import

Labels
Recipient Email
Recipient Email ~ | Mapped
Recipient Urbanization Code
Recipient Urbanization Code ~ | Mapped
Recipient Company/Org Nama
Recipient Company/Org Name ~ | Mapped
* Recipient State
Recipient State ~ | Mapped
Sender Information Mapping Recommended 14 of 14 Mapped Fields
Label Information Mapping Recommended 26 of 26 Mapped Fields

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

I Enter Name for this Field Mapping I I Save As New Mapping I

Home Label Manager

Jkbest83&gmail.com

MN

Sender Information

Label Information




6) Review Import Label Results
a) If the label import was successful, you will see a green box with the total number of labels
imported successfully.
b) If you have another file to upload, select Upload a New File and repeat steps 1-5.
c) If you do not have any other files to upload, select View in Label Manager to view the
imported labels in the newly created batch.

Upload File dissign 1o 2 Barch Mag Column Haadars Import Labeis

Import Label Results

Download a Template and Instructions

Total Labels Craated Atemplate CSV file is availabla

(a)
3of3
l k) Download CSV Template ]
View Label Information in Click-N-Ship® Import Another File We have provided instructions to understand the required and
necessary inputs for successfully uploading labals.
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.

l b, Download Instructions ]

( ‘ ) A ( b ) R FREET R
our ‘or mone information.

Home Label Manager

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




d) If the label import was unsuccessful, you will see a yellow box with a total number of labels
that were not imported successfully.

e) Inthis case, review the file, ensure that the file meets the upload requirements, and
reupload the file until 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 successfully
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
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

Upload A File First Mame, 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




7) Select Service and Mailpiece Details
You must select a Service and Mailpiece type.

There are multiple ways to select your Service and Mailpiece Types. Steps (a)-(c) each outline a
different method to select service and Mailpiece details for the recipients.

If you have 50 or more labels destined for the same delivery area, you may be eligible for USPS
Connect® Regional. More information on USPS Connect® Regional can be found here.

a) Individual Recipient Method: If you would like Service and Mailpiece details specific to each
recipient you may click on the “Edit Service and Mailpiece” button in the recipient’s label
row. A pop-up will appear where you can select the service and Mailpiece type for a single
recipient.

b) “Edit All” Method: If all recipients have the same Services and Mailpiece details, you may
select the “Edit” button located beneath the “Service and Mailpiece” title. A pop-up will
appear where you can select the Service and Mailpiece type for all recipients.

c) Bulk Action Method: If there are sub-group of recipients with the same Service and
Mailpiece details, you may checkbox their names on the left, click the “Action” dropdown
button, and select the “Edit” option in the drop-down menu. A pop-up will appear where
you can select the Service and Mailpiece type for the sub-group of recipients.

= - L]
cllck-N-Sh|p® Label Manager / Shipping History / AddressBook /[ USPS Connect / Preferences \._.fca,-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 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
# 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



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

8) Edit Mailpiece Details
The Content Details section is only required for Mailpieces that require a Customs Form.

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

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

b) “Edit All” Method: If all recipients have the same Mailpiece details, you may select the
“Edit” button located beneath the “Mailpiece Details” title. A pop-up will appear where you
can enter the Mailpiece details for all recipients.

c) Bulk Action Method: If there are sub-group of recipients with the same Mailpiece details,
you may checkbox their names on the left, click the “Action” dropdown button, and select
the “Edit” option in the drop-down menu. A pop-up will appear where you can enter the
Mailpiece details for the sub-group of recipients.

- - ]
Cllck—N—Sh|p® Label Manager / Shipping History / Address Book / USPSConnect / Preferences \nfcal"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 mors.

£ Back to Batches

Batch: John Doe (1 Label) Edit ] [ 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 ( b ) (C ) Add All Complete to Cart >

Add to Cart

Ship Date  Recipient Service and Mailpi Mailpiece Details Extra Services All Labels v
/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




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

There are multiple ways to select your Extra Services for your Mailpieces. Steps (a)-(c) each
outline a different method to select Extra Services for the recipients.

a)

b)

Individual Recipient Method: If you would like to select Extra Services specific to each
recipient you may click the “Edit Extra Services” button in the recipient’s label row. A pop-up
will appear where you can select the desired Extra Services for a single recipient. Note, extra
services can only be added to two labels at a time.

“Edit All” Method: If your batch of labels all have the same Service and Mailpiece type and
all recipients require the same Extra Services, you may select the “Edit” button located
beneath the “Extra Services” title. A pop-up will appear where you can select the desired
Extra Services for all recipients.

Bulk Action Method: If there are sub-group of recipients with the same Service and
Mailpiece type that need Extra Services, you may checkbox their names on the left, click the
“Action” dropdown button, and select the “Edit” option in the drop-down menu. A pop-up
will appear where you can select the desired Extra Services for the sub-group of recipients.

. . 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

Clark Kent
Total $14.75 300 SUPERMAN ST

CHARLOTTE, NC 33333 (c)

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

Add to Cart
Ship pms Racup.mnt Service and Mailpi ilpi Details Extra Semcas Remove from Batch All Labels v
# Edit # Edit # Edit # Edit # Edit

1

| Duplicate
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




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. Steps (a)-(b) each outline a different method to
add labels to the cart.
a) Individual Recipient Method: Individually add labels to cart by clicking Add to Cart in the
recipient’s row.

b) Add All Method: Add all labels by clicking Add All Complete to Cart.

c) Bulk Action Method: Add specific labels to the cart by selecting the checkbox on your
preferred labels, then select Add to Cart in the Actions dropdown menu.

Click-N-Ship®

Label Manager /

Shipping History / Address Book / USPS Connect /

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

Total

Add Recipient

Add From File Upload

$14.75

Sender Information
Clark Kent

300 SUPERMAN ST
CHARLOTTE, NC 33333

5
Preferences \'_'r Cart

Edit |

l  Refresh

Batch Notes

(b)
= ==

Ship Date Recipient Service and Mailpiece Mailpiece Details Extra Services Total Price  All Labels hd
# Edit # Edit # Edit 7 Edit # Edit
1 03/24/2023  Maya Pack Priority Mail® Fiat Rate Envelope + Add Mailpiece  Insurance $8.05
300 SUPERMAN ST Edit Service And Mailpiece Details USPS Tracking Electronic Add to C: .

2 03/31/2023

DECATUR, GA 30000-0000

Leon S Kennedy
300 SUPERMAN ST
DECATUR, GA 30000-0000

Priority Mail® Flat Rate Envelope
Edit Service And Mailpiece

+ Add Mailpiece
Details

Edit Extra Services

Insurance
USPS Tracking Electronic
Edit Extra Services

$8.05

(c)

(a)



How to Import Labels from an Online Marketplace

Import order exports from marketplaces such as Etsy, Shopify, or BigCommerce and directly upload them
to CNSv2 to create labels based off your orders via the File Upload method outlined below.

1) Begin File Upload Process

a) Download your order export from Etsy, Shopify, or BigCommerce to your computer.
b) Option 1: Select Import Labels located on the landing page.

Click-N-Ship®

Label Manager / Shipping History / AddressBook / USPSComnect / 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, Ted!

Welcome to the new Click-N-Ship Enhanezd Shipping expenence! Here you 519

can view your account information, start your Click-N-Ship experience,
access previous Isbels, create new labels, manage your address book, and
more!

View Label Manager

20

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 benefits of the Enterprise Payment System (EPS). Once

® incompiate Labels

® incomplote Balches

you create an EPA, activation may take up to 24-36 hours.

f o

What's in your Label Manager?

3466

® Compiete Labels

1

® Compiete Batchas

Create an EPS Account

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

v'

Create a Batch

Eiy

Create a Single Label
Create indlvicual abels manually
within our improved crestion
process

Organize your labels into
batch and utilizs our
streamlined multi-label creation

process,

Start From Address Book
Start multiple labels in Labsl
Marager by bringing in addreases.
from your Address Book

Import Labels

Import multiple labels via & Fils

Upload and continue editing in
Label Manager

c) Option 2: Click on File Upload from Label Manager page.

Click-N-Ship®

Label Manager

7 Shipping History /

1
Address Book / USPS Conmect / Preferences \nf6=n

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.

Al Labels (693)

Batches (13)

Use Address Book

C' Refresh Add All Complete to Cart >

DECATUR, GA 30000-0000

Ship to:
PO BOX LOGKER

Decatur, GA 30030-2053

€ New Label
Service and Mailpi Mailpiece Details  Extra Services Total Price Al Labels v
£ NewBatch # Edit # Edit # Edit
—
[P File Upload nt Priority Mail® Large Flat Rate Box  Value: $100 USPS Tracking Electronic  $19.90
Edit Service And Mailpiece  + Add Mailpiece  |nsurance
300 SUPERMAN ST Details Edit Extra Services

Added to cart
Edit Label




2) Select File Type
a) Select | 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 select Download CSV Template.

ii. Note, to download step by step instructions on how to fill out the template, select
Download Instructions.

iii. Note, to better understand the fields that are required, refer to the Fields Required
section.

Uploed File As=ign to 8 Batch Import Lebsis

Import a List of Labels

(a)

It's easy to import labels, up to 1000 at a time. Start by selecting a C3V file to upload.
What file would you like to upload?

(O I have my own file to upload (This includes the downloadable template provided)

I © | am uploading & file exported from an online markatplace I

Select a Marketplace File - l

“fou must selact 8 marketplace above

Download a Template and Instructions

A template CSV filz is available

Download CS-.V ( i )
= Template

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

Download ..
Instructions ( I )

Read our FAQs for more information.

Select G5V File
Fields Required
Import Labels
Required Recipient Information
Home Label Manager ( iii )

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

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




3) Select an Online Marketplace and Upload File
a) Select which Online Marketplace your file was exported from (Etsy, Shopify, BigCommerce).

Uploed Flie Aszign to 8 Bateh Impart Laosis

Import a List of Labels

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

What file would you like to upload? ETT B R R TR 2

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

n Download C5V
= Template

© | am uploading & file exportad from an online markatplace

We have provided instructions to understand the required
Selact a Marketplace File - and necessary inputs for successfully uploading labels.
) N Download
Select a Marketplace File [L.4) Instructions
ol
( a ) Etsy
Read our FAQs for more information.
Shopify
BigCommerce
Fields Required
Import Labels
Required Recipient Information
Home Label Manager

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

Required Sender Information

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

Required Label Information

Package Type, Service Type, Shipping Date, Package
Weight




b) Once the online marketplace was selected, click on Select CSV File to upload a file.

Uploed Flig JAssign to 8 Batch

Import a List of Labels

It's easy to import labels, up to 1000 at a time. Start by selecting & S5V file to upload.
What file would you like to upload?

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

© | am uploading a fila expaorted from an online marketplace

Etsy -

Select CSV File

Import Labels

Home Label Manager

Impart Laosis

Download a Template and Instructions

A template CSV file is available

e

Download CSV
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

Regquired Recipient Information

First Mame, 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, Cell Phone

Regquirad Label Information

Package Type, Service Type, Shipping Date, Package
Weaight




(e)

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

e) Select Import Labels to 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?

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

© | am uploading a file exported from an online marketplace

Shopify -

File Selected: Label_Template_Hannah.csv

(& Upload Successful

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

Import Labels

Home Label Manager

Import Labsis

Download a Template and Instructions

A template CSV file is available

&

Download G5V
Template

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

Download
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, Cell Phone

Required Label Information

Package Type, Service Type, Shipping Date, Package
Weight




4) Assign to Batch
a) To add the labels to an existing batch, select Add to an Existing Batch.
b) To add the labels to a new batch, select Create a New Batch.
i) Note, if a new batch is selected, you can name the Batch of labels and add notes if
needed (optional).
c) Once ready, select Next: Import Labels to 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

(O Add to an Existing Batch
( a / b ) l i}, 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

{1, Download Instructions
Batch Mame (optional) l =

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




5)

6)

7)

8)

9)

Import Labels

Refer to page 51 of the CNSv2 General Customer User Guide to follow the steps required to finish
importing your file and view Import Label Results.

Select Service and Mailpiece Details

Refer to page 53 of the CNSv2 General Customer User Guide to follow the steps required to
select your Service and Mailpiece details.

Edit Mailpiece Details
Refer to page 54 of the CNSv2 General Customer User Guide to follow the steps required to edit
your Mailpiece details.

Select Extra Services
Refer to page 55 of the CNSv2 General Customer User Guide to follow the steps required to
select your extra services.

Adding Labels to Cart
Refer to page 56 of the CNSv2 General Customer User Guide to follow the steps required to add
labels to your cart.



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: Select Start from Address Book located on the landing page.

- - 2
Click-N-Ship® Ao can
Label Manager / 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, discounted prices for your business shipping needs. Get ign Up

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

. i
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

. OEmrTE=T
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). Oncs Create an EPS Account
you creste an ERA, 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 labels into a

Create individual labels manually Import multiple labels via a File Start multiple labels in Label
; batch and utilize our N N
within our improved creation Uplead and continue editing in Manager by bringing in addresses
streamlined multi-label creation
process. Label Managsr. from your Address Book.

process.

b) Option 2: Select Use Address Book located on the Label Manager page.

- - 1
Cl|ck-N-Sh|p® Label Manager |/ Shipping History / Address Book / USPS Gonnect / 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 te learn more.

All Labels (693) Batches (13)

c Refresh Add All Complete to Cart >

& NewLabel

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

@ 300 SUPERMAN ST Edit Extra Services

DECATUR, GA 30000-0000 Details Added 1o cart
Edit Label
Ship to:

PO BOX LOCKER

Decatur, GA 30030-2053




2) Select Recipient Address from Address Book

a) Search for and select the desired recipient addresses.
b) After all desired recipient addresses are selected, select Create Labels.

Address Book

Manage my Address Book > Search results 1-1 of 1

Results perpage | 5 «

Search Contacts ﬂABCDE:GHIJKLH'\IOPSF‘\STUV
W X Y Z
All Contacts (1)
MName (Last, First) Company Location
B KENT, CLARK 300 SUPERMANT ST
CHARLOTTE NC, 33333-0000
UNITED STATES

Create Labels

c) The selected addresses should now appear in Label Manager along with any other labels
that may have previously saved or created. From here, you may proceed to edit and

manage the created labels as normal.

Label Manager /

Click-N-Ship®

Shipping History

/ AddressBook / USPSConnect / Preferences

[}
\._.r 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

[]  shipDate Recipient

 Refresh Add All Complete to Cart >

Mailoi

Service and 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 Details Edit Extra Services
DECATUR, GA 30030-0000
Add to Cart v
Ship to:
PO BOX LOCKER .
S As F: it
Decatur, GA 30030-2053 ave s Favertie
Edit
2 0 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




3) Select / Edit Service and Mailpiece Details
Refer to page 28 — 29 of the CNSv2 General Customer User Guide to follow the steps required to
select your Service and Mailpiece details.

4) Select / Edit Extra Services
Refer to page 30 of the CNSv2 General Customer User Guide to follow the steps required to select
your extra services.

5) Adding Labels to Cart
Refer to page 35 of the CNSv2 General Customer User Guide to follow the steps required to add
labels to your cart.



Enhanced Click-N-Ship® (CNSv2)

Label Manager

Within the following section, you’ll receive step-by-step guidance on how to edit, organize, and store

your label(s) prior to purchasing via the Label Manager.



How to Manage your Label(s)

1) Access the Label Manager
a) Option 1: Click on View Label Manager located on the main landing page.

- - 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 on Label Manager tab in the navigation menu.

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



2) Label Manager Views

You can toggle between viewing all labels and viewing batch.

a) By default, you will be in the All Labels view.

b) To view batch, click the Batches tab.

Click-N-Ship®

Label Manager

/ Shipping History / Address Book [/

0
\._.r Cart

USPS Connect / Preferences

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)

All Labels (695)

New Label Use Address Book

(b)

Batches (13)

C' Refresh Add All Complete to Cart >

OJ Ship Date  Recipient Service and Mailpiece Details Extra Services Total Price  All Labels Ad
1 D 12/12/2023 Clark Kent Priority Mail® Large Flat Rate Box Value: $100 Insurance $19.90
Pick up at: " i i iloi USPS Tracking Electronic
Edit S And Mail + Add Mailpiece 9
® 300 SUPEAMAN ST i emiee And Hapiees ! i Edit Extra Services
DEGATUR, GA 30030-0000 Details
Add to Cart .
Ship to:
PO BOX LOCKER
Decatur, GA 30030-2053
2 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 P P Edit Extra Servi
Details it Extra Services

DEGATUR, GA 30030-0000

Ship to:
PO BOX LOCKER

Decatur, GA 30030-2053

Add to Cart .




3) All Actions within the Label View
There are multiple actions that you can take within the Label view window.

a) Filter Label(s): You can filter the label(s) within the label manager by selecting the All
Label dropdown in the label menu and selecting a filtered view of “All Labels,”
“Complete,” “Incomplete,” or “Flagged.”

- - 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) Create a New Label: You can create a new label(s) by clicking New Label above the label
table. You can also create a new batch or perform a file upload by selecting the drop-
down next to the “New Label” button.

= " 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
) ent Priority Mail® Large Flat Rate Box Value: 5100 Insurance: $19.90
[F File Upload at: Edit Service And Mailpiece + Add Mailpiece  USPS Tracking Electronic
SUPERMAN ST Details Edit Extra Services
DECATUR, GA 30030-0000

Add to Cart
Ship to:

PO BOX LOCKER
Decatur, GA 30030-2053




c) Edit Label (s): You can edit a label(s) individually or in bulk within the Label Manager.
i. Individual Method Check the box of the desired label and click on the
dropdown menu next to the “Add to Cart” button and select Edit.

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 Cart
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 label(s) and then click Edit and
whichever section you want to edit (Ship Date, Recipient, Service and Mailpiece,
Mailpiece Details, Extra Services).

All Labels (695) Batches (13)
New Label Use Address Book C Refresh Add All Complete to Cart >
[0  shipDate Recipient Service and Mailpi iipiece Details Extra Services Total Price  All 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 $19.00
Pick up at: Edit Service And Mailpiece + Add Mailpiece USPS Tracking Electronic
O 300 SUPERMAN ST Detail Edit Extra Services
DECATUR, GA 30030-0000 etails

Add to Cart
‘Ship to:

PO BOX LOCKER

Decatur, GA 30030-2053




d) Duplicate Label(s): You can create duplicates of any label(s) individually or in bulk within
the label manager.
i. Individual Method Check the box of the desired label and click on the
dropdown menu next to the “Add to Cart” button and select Duplicate.

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 Cal
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
gzk 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) and click on the Actions
button located near the top and select Duplicate.

= = 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 All 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




e) Delete Label(s): You can delete any label(s) individually or in bulk within the label
manager.
i. Individual Method Check the box of the desired label and click on the
dropdown menu next to the “Add to Cart” button and select Delete.

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
Bk D EAMAN 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

ii. Bulk Method: Check the box of the desired label(s) and click on the “Actions”
button located near the top and select Delete.

= = 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{ Addto Batch
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 I
PO BOX LOCKER
Decatur, GA 30030-2053 Delete All Labels




f)  Flag Label(s): You can flag any label(s) as priority individually or in bulk within the label
manager.
i. Individual Method: Simply select the Flag Icon next to the “Ship Date” of the
desired label or check the box of the desired label(s) and click on the dropdown
menu next to the “Add to Cart” button and select Flag as Priority.

All Labels (695) Batches (13)
New Label Use Address Book C Refresh Add All Complete to Cart >
—
O Ship Date  Recipient Service and Mailpi ilpi 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 . Edit Extra Services
DECATUR, GA 30030-0000 Details

Add to Cart
Ship to: —

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
Pick up at: Edit Service And Mailpiece + Add Mailpiece USPS Tracking Electronic

@ 300 SUPERMAN ST
DECATUR, GA 30030-0000

Details Edit Extra Services Duplicate

Flag as Priority
Ship to:

PO BOX LOCKER

Decatur, GA 30030-2053 Delete

ii. Bulk Method: Check the box of the desired label(s) and click on the “Actions”
button located near the top and select Flag as Priority.

- - 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 (695) 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 v
Ship to: Delete

PO BOX LOCKER

Decatur, GA 30030-2053 Delete All Labels




g) Add Label(s) to Cart: You can add any label(s) to your cart individually or in bulk within

the label manager.

i. Individual Method: Check the box of the desired label and select Add to Cart.
ii. Bulk Method: Check the box of the desired label(s) and select Add All Complete
to Cart or click on the Actions button located near the top and select Add to

Cart

Click-N-Ship®

Label Manager / Shipping History / Address Book /

0
USPS Connect /  Preferences ‘HrCart

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' Retroch

(ii)

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

(i)




h) Add Label(s) to Batch: You can add any label(s) to batch individually or in bulk within
the label manager.
i. Individual Method: Check the box of the desired label and click on the
dropdown menu next to the “Add to Cart” button and select Add to Batch.

All Labels (695) Batches (13)
New Label Use Address Book C Refresh Add All Complete to Cart >
O Ship Date  Recipient Service and Mailpi 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 Cal
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

ii. Bulk Method: Check the box of the desired label(s) and click on the “Actions”
button located near the top and select Add 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 Mailpic 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




i) Save Label as Favorite: You can save an individual label(s) as favorite by checking the
box of the desired label clicking on the dropdown menu next to the “Add to Cart”
button and selecting Save 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 iloi USPS Tracking Electronic
@ 300 SUPERMAN ST P + Add Mailpiece

- 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
ity g
Pick up at: Edit Service And Mailpi P USPS Tracking Electronic
piece + Add Mailpiece
@ 300 SUPERMAN ST ) e Edit Extra Services Duplicate
DECATUR, GA 30030-0000 Details

Flag as Priority

Ship to:

PO BOX LOCKER Delete

Decatur, GA 30030-2053

j) Create a Return Label: You can create a return label for any label(s) within the label
manager by checking the box of the desired label(s), clicking on the “Actions” button
located near the top, and selecting 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 Mailpic Mailpiece Details Extra frice Al Labels v
# Edit  / Edit # Edit # Edit # Edi{ Addto Batch
Duplicate
1 12/12/2023 Clark Kent Pricrity Mail® Large Flat Rate Box Value: $100 Insural
Plck up at: Edit Service And Mailpiece ilpi usps |_Flag as Priori
® 300 SUPERMAN ST pi + Add Mailpiece 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




4) All Actions with Batch View
There are multiple actions that you can take within the Batches view window.

a) Filter Batch(es): You can filter the batches within the label manager by selecting the All
Labels dropdown in the batch menu and selecting a filtered view of “All Batches,”
“Complete,” or “Incomplete.”

= - 0
CI'c k- N -Sh' p® Label Manager / Shipping History [/ AddressBook / USPSConnect [/ Preferences \ﬂf Cart
All Labels (96) Batches (12)

New Batch  Refresh Add All Complete to Cart >

[] Batch Name Labels Time Created Batch Notes Batch Price [All Labels -
All Batches T

1 B sr1EST 9 10/04/2023 Free Complete

Incomplete

2 B sRIEST 1 10/04/2023 Free
3 [ sk TEST 8 10/04/2023 Free
Edit v

b) Create a New Batch: You can create a new batch by selecting New Batch above the
batch table. You can also create a new label or perform a file upload by selecting the
drop-down next to the “New Batch” button.

. . 0
Clic k-N-Sh|p® Label Manager / Shipping History / AddressBook / USPSComnect / Preferences  \o Cart
All Labels (96) Batches (12)

& New Label

Labels Time Created Batch Notes Batch Price All Labels -
£ NewBatch

9 10/04/2023 Free
[ File Upload Edit v
2 H srIEST 11 10/04/2023 Free
3 [ smiEST 8 10/04/2023 Free
Edit v




c) Edit Batch(es): You can edit a batch(es) by selecting the box of the desired batch and
then clicking on the dropdown menu next to the “Add to Cart” button and selecting

Edit.
. - ® ]
Cllc k- N -Sh' p Label Manager J/ Shipping History / AddressBook [/ USPSConnect /  Preferences ‘flj Cart
All Labels (96) Batches (12)
New Batch  Refresh Add All Complete to Cart >
[] Batch Name Labels Time Created Batch Notes Batch Price All Labels A
1 B srRIEST 2] 10/04/2023 Free
Edit v
Edit
2 B sk1EST 11 10/04/2023 Free
Duplicate
Flag
/2
3 [ sRTEST 8 10/04/2023 Free Delete

d) Duplicate Batch(es): You can create duplicates of any batch individually or in bulk within
the label manager.
i. Individual Method Check the box of the desired batch and click on the
dropdown menu next to the “Add to Cart” button and select Duplicate.

- - o
CI'c k- N -Sh' p® Label Manager [ Shipping History [/ AddressBook / USPSConnect [/ Preferences H_J Cart
All Labels (96) Batches (12)
= Add All Complete to Cart >
[] Batch Name Labels Time Created Batch Notes Batch Price All Labels -
1 B sRTEST 9 10/04/2023 Free
Edit v
Edit
2 B srRTEST 11 10/04/2023 Free
Duplicate
Flag
2
3 [ sRIEST 8 10/04/2025 Free Delete




ii. Bulk Method: Check the box of the desired batch(es) and click on the “Actions”
button located near the top and select Duplicate.

. . 0
Click-N -Sh|p® Label Manager / Shipping History / AddressBook / USPSConnect / Preferences  \f Cart
All Labels (96) Batches (12)
Duplicate
O Batch Name Labels  Time Created Batch Notes Batch 1 -
Flag as Priority

1 M seTEST 9 10/04/2023 Free | Delete
— Edit W
2 H seiEST 11 10/04/2023 Free
Edit v
3 [ smrIEST 8 10/04/2023 Free
Edit w

e) Delete Batch(es): You can delete any batch(es) individually or in bulk within the label

manager.
i. Individual Method Check the box of the desired batch and click on the
dropdown menu next to the “Add to Cart” button and select Delete.

- - 0
Cllc k- N -Sh' p® Label Manager J/ Shipping History / AddressBook [/ USPSConnect /  Preferences ‘flj Cart
All Labels (96) Batches (12)
New Batch  Refresh Add All Complete to Cart >
[] Batch Name Labels Time Created Batch Notes Batch Price All Labels A
1 B srRIEST 2] 10/04/2023 Free
Edi v
Edit
2 B sk1EST 11 10/04/2023 Free
Duplicate
Flag
/2
3 [ sRTEST 8 10/04/2023 Free Derete




ii. Bulk Method: Check the box of the desired batch(es) and click on the “Actions”
button located near the top and select Delete.

. . 0
Click-N -Sh|p® Label Manager / Shipping History / AddressBook / USPSConnect / Preferences  \f Cart
All Labels (96) Batches (12)
Duplicate
[ Batch Name Labels Time Created Batch Motes Batch| els -
Flag as Priority

1 [ sRTEST 9 10/04/2023 Free | Delete

Edit v
2 M se1EST 11 10/04/2023 Free

Edit v

3 O seTEST 8 107042023 Free
Edit v

f) Flag Batch(es): You can flag any batch(es) as priority individually or in bulk within the
label manager.
i. Individual Method: Check the box of the desired batch(es) and click on the
dropdown menu next to the “Add to Cart” button and select Flag.

- - 0
Cllc k- N -Sh' p® Label Manager J/ Shipping History / AddressBook [/ USPSConnect /  Preferences ‘flj Cart
All Labels (96) Batches (12)
New Batch  Refresh Add All Complete to Cart >
[] Batch Name Labels Time Created Batch Notes Batch Price All Labels A
1 B srRIEST 2] 10/04/2023 Free
Edi v
Edit
2 B sk1EST 11 10/04/2023 Free
Duplicate
Flag
/2
3 [ sRTEST 8 10/04/2023 Free —




ii. Bulk Method: Check the box of the desired batch(es) and click on the “Actions”
button located near the top and select Flag as Priority.

. . 0
Click-N -Sh|p® Label Manager / Shipping History / AddressBook / USPSConnect / Preferences  \f Cart
All Labels (96) Batches (12)
Duplicate
[ Batch Name Labels Time Created Batch Motes Batch| els -
Flag as Priority

1 [ sRTEST 9 10/04/2023 Free | Delete
— Edit v
2 M se1EST 11 10/04/2023 Free
Edit v

3 O seTEST 8 107042023 Free
Edit v

g) Add Batch(es) to Cart: You can add any batch(es) to your cart individually or in bulk
within the label manager.
i. Individual Method: Check the box of the desired batch and select Add to Cart.
ii. Bulk Method: Check the box of the desired batch(es) and select Add All
Complete to Cart.

Clic k- N - Shi p® Label Manager [/ Shipping History [/ AddressBook / USPSConnect [ Preferences \ﬁtf Cart
All Labels (96) Batches (12) (ii)
[] Batch Name Labels Time Created Batch Notes Batch Price All Labels -
1 B srTEST 9 10/04/2023 Free ( i ) Edit v

2 B srTEST 11 10/04/2023 Free

3 O sm1EST il 10/04/2025 Free
Edit v




Enhanced Click-N-Ship® (CNSv?2)
Label Cart

Within the following section, you’ll receive step-by-step guidance on how add Free Shipping Supplies to
your Order, pay for your Label(s) via our different payment methods, and how to navigate through the

Payment Confirmation Page.



How to Add Free Shipping Supplies to your Order

1) Review Labels in Label Cart

(i)

a) Once your label(s) or batch(es) have been added to the label cart, review your label cart
by clicking on the Cart icon on the top right of the page.
b) Review the label(s) in your cart to ensure that they are correct.

i. Note, if you would like to edit any labels you may click the Edit button next to
the label. If you would like to remove any labels from your cart, you may check
the box of the label(s) and click the Remove button at the top. Labels will still be
in Label Manager after removal.

C|ick-N-Ship® Label Manager / Shipping History / AddressBook / WUSPSConnect / Preferences T can |
(a)

Label Cart (1)

< Back to Label Mansger

Remove

[] shipDate Recipient Service and Mailpiece Mailpiece Details  Mailpiece Services Price

— L renareons %mm‘"“ USPS Ground Advantage™ Choose Your Own Box 6oz Choosa Your Own Box  34.31

Edit © 300 SUPERMAN ST
DECATUR, GA 30000-0000 Insuranca Fres

Ship to: Total Label Cost .31
PO BOX LOCKER
Decatur, GA 30030-2053

l New Label H v l

Want to create an Enterprise Payment Account
(EPA) to pay and manage services online
through a single account? Creste one today or
read more about the benefits of the Enterpriss
Payment System (EPS). Once you create an EPA,
activation may take up to 24-36 hours.

Create an EPS Account

USPS® Shipping Supplies

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

+ Add Shipping Supplies

% Remove All Order Total: $4.31




2) Add Shipping Supplies to Your Order
You are now able to include free shipping supplies to your order.

a) To add free supplies, click +Add Shipping Supplies option located under USPS Shipping
Supplies.

C|ick-N-Ship® LabelManager / Shipping History / AddressBook / USPSConnect / Preferences \,l,foart

Label Cart (1)

£ Back to Label Manager
Remove

[] ship Date Recipient Service and Mailpiece Mailpiece Details  Mailpiece Services Price

Tor1 [ 12/12/2023  Customer pick up at:
e @ Clark Kent USPS Ground Advantage™ Choose Your OwnBax 6oz Choose Your Own Box 54,54
Edit 300 SUPERMAN ST
DEGATUR, GA 30000-0000 Insurance Fraa

Ship to: Total Label Cost b |
PO BOX LOCKER
Decatur, GA 30030-2053

New Label H w l

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 benefits of the Enterprise
Payment Syatem (EPS). Once you creafe an EPA,
activation may take up to 24-36 hours.

Create an EPS Account

USPS® Shipping Supplies

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

+ Add Shipping Supplies

% Bemove All Order Total: $4.31




b) Select the type and quantity of shipping supplies to add to your order and then click on
Add to cart.
c) Once all free shipping supplies are added, select Back to Cart to continue checking out.

Click-N-Ship® Label Manager / Shipping History / AddressBook / USPSConnect / Preferences \,1.,/'Can

( c ) < Back to Cart

Select Shipping Supplies to Add to your Order

TP —

TION CERTIFIED MAIL
H EAVY O LIGE OMLY WITH IVipts G ITYWNG LAREL

35 Ibs. and Over e e | = - = i

Caution Heavy ID Sticker - Roll of Certified Mail Label - Roll of 600 Collect on Delivery Form - Pack Commercial Invoice PS Form

500 of 10 6182

Roll of 500 Roll of 600 Pack of 10 Set of 10

3-1/2° (W) x 5-1/2" (H) 3-1/4" (W) x 1-5/8" (H) 7-1/2" (W) x 4-1/4" (H) 8-1/2" W) x 11-1/2" (H)
$0.00 $0.00 $0.00 $0.00

He <o  [-Ede | <EJe

(b)

(Sl B —
CREMATED 1
REMAINS - ST
RmmE—

Cremated Remains Kit 1 Cremated Remains Kit 2 Cremated Remains Label - Roll of Customs Form Envelope 2976E -

100 Pack of 10
Kit Kit Roll of 100 Pack of 10
14-3/4"(L) x 10-1/4*(W) x 10"{H) 14-3/4"(L) x 10-1/4"{W) x 10*(H) 6"(W) x 4°(H) 10-1/8" (W) x 7-1/8" (H)
$0.00 $0.00 $0.00 $0.00

e [T [Je e




d) Once you have returned to the label cart, details of the free shipping supplies that you selected
will be displayed.

e) Select a Shipping Method for your Shipping Supplies.
f) Review Shipping Supplies Summary to ensure that everything is correct.

[ ship Date Recipient Service and Mailpiece Mailpiece Details Mailpiece Services Price

":’ 1 [ denzzmes  customan pickup st USPS Ground Advantage™ Choose Your Own Box oz Choose Your Own Box $4.31
Ecil 200 SUPERMAN ST

DECATUR, GA 30000-0000 Insurance Free

Ship to: Total Label Cost 4.3

PO BOX LOCKER
Decatur, GA 30030-2053

‘Want to create an Enterprise Payment Account (EPA) to
pay and manage services cnline through a single
account? Create one today or read more about the
benefits of the Enterprize Payment System (EPS). Once
Yyou create an EPA, activation may take up to 24-36 hours.

Create an EPS Account

USPS® Shipping Supplies ( e )
Product Quantity Price Select Shipping Method for Supplies
Dual-Use Priority Mail/Priority Mail Express Frac © USPS Ground Advantage™ Service Fres
Medium Tube - 1098 - Pack of 20 - 1 @ Afives In 6-7 business deys
3B-3HB%L) % 6-1/4" (W) x 4-1/4"(H) O Priority Mail® Servics 1305
Femove

ATIVES 0 2-3 business dsys

Shipping Supplies Summary

Subtotal Free
Shipping - USPS Ground Advantage Free
Shipping Supplies Total Free
Shop for More Supplies
(f)
X Remove All Order Total: $4.31




How to Pay for Your Label(s)
1) Payment Methods

a) If everything is correct, you may proceed to payment by clicking the Pay Now at the
bottom of the Label Cart page and you will be redirected to the payment page.
i. Note, If you would like to create an Enterprise Payment Account (EPA) to pay

and manage services online through a single account, select Create an EPS
Account.

[0 ship Date Recipient Service and Mailpiece Mailpiece Details Mailpiece Services Price

;’ 1 [ 1211272023 %‘g;‘:;:‘t‘ bl USPS Ground Advantage™ Choose Your Own Box 6oz Choosa Your Own Box $4.31
Edi 300 SUPERMAN ST

Insurance Frea
DECATUR, GA 30000-0000

Ship to: Total Label Cost 4.3
PO BOX LOCKER

Decatur, GA 30030-2053

‘Want to create an Enterprise Payment Account (EPA) to
pay end manage services online through a single
account? Create one today or read more about the
benefits of the Enterprise Payment System (EPS). Once
Yyou create an EPA, activation may take up to 24-36 hours.

I Create an EPS Account I ( i )

USPS® Shipping Supplies

Product Quantity Price Select Shipping Method for Supplies

Dual-Use Priority Mail/Priority Mail Express Fras © USPS Ground Advantage™ Service Fres
Medium Tube - 1098 - Pack of 20 - ® ArTves In -7 business dsys
38-318"(L) x 6-1/4"W) x 4-1/4"H) (O Pricrity Mail® Service $13.85
M Arrives In 2-3 business days

Shipping Supplies Summary

Subtotal
Shipping - USPS Ground Advantage
Shipping Supplies Total

Free
Free
Free

Order Total: $4.31

Shop for More Supplies

> Remove All

(a)




(b)

(c)

b) Once on the payment page, accept the Terms and Conditions statement by checking off
the box.

c) Select your preferred method of payment — Credit Card, PayPal, Click to Pay, or Apple
Pay

Click-N-Ship &

Cust / Ship Info Billing Review Confirmation

Billing Information

Please select your payment method.

Order Summary

Click-N-Ship®

*I hereby authorize the U.S. Postal Service to charge $4.31. | have read, understand, and
agree to the Terms and Conditions.

Order Total: $4.31
Credit & Debit Card
Total: $4.31
E®RER~)
Paypal

C P PayPal Checkout )

Click to Pay @
(D vsn@E== )




d) Once the payment method is selected, enter your payment details.

Credit & Debit Card
yr ~N
(E @ &) = )

Credit or Debit Card Information

*Required Field

“Cardholder's Mame as it appears on card Card Mickname (Business Card, Personal Card, a1c.)
Rocky Balboa ‘ Card Nickname ‘
*Card Number cve @ “Expires on
a ‘ | ‘ MMYY ‘

] save this card to my account

D Make this my preferred card

e) Enter your Billing Address and once ready to pay, select Print and Pay to proceed.

Billing Address

The address on file with your card company must match your billing address.

D IUse USPS.com account address

“Addrass 1 Agdress 2
‘ 300 SUPERMAMN BT ‘ ‘ ‘
“City “Stets “ZIP Code™

‘ Charlotte ‘ ‘ MC - Morth Carolina L ‘ ‘ 33333 ‘

Print and Pay




f) Select Accept & Continue to continue and place your order.

X

| certify that my mailing complies with all applicable laws and U.5. Postal Service® regulation and does not contain any
prohibited, impropery prepared, or undeclared hazardous maternals, as per the requirement set forth in Publication 52,
Hazardous, Restricted, and Perishable Mail, the Domestic Mail Manual, and the International Mail Manual (all available
online at: https.//pe.usps.com/).

The mailing of Mercury is PROHIBITED. Failure to comply with this, ar any other, prohibition can result in civil penalties
up to $100,000, plus the costs of clean-up andfor damages for each violation. Additionally, some hazardous materials,
including but not limited to firearms ammunition, fireworks, strike anywhere matches, and certain flammable liguids (=.g.,
pure acetone) are prohibited in the mail. As the mailer, you are respaonsible to know the mailability of your product.

Lithium metal and lithium ion batteries being shipped indspendently are prohibited from air eligible shipping service (e.g.
Prionty Mail, Pricrity Mail Express, and First-Glass Package service). Electronic products packed with or containing
lithium batteries, such as cell phones, laptop, and e-cigarsttes are subject to additional restrictions in both domestic and
international mail.

Any mailing containing cigarettes or smokeless tobacco must be presented to a Postal Service™ employee at a Retail
Post Office”™ location for proper acceptance.

Accept & Continue

You must accept to continue and place your order.




How to Navigate the Payment Confirmation Page

1) Review Order
a) Review the Payment Confirmation page for accuracy.

Clle—N-Sh|p® Label Manager / Shipping History / AddressBook / USPSConnect / Preferences \:J-Cart

Thank you for choosing the United States Postal Service®.

Payment Confirmation

Order Number
DC42B932-884E-4521-9BCD-FFADES6B19C1

Charged to Order Total
MASTERGCARD-5991 $8.96 (1 labels)

Print Your Labels

You have until 11:59 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 labels. ad, or "digital banner" for recipients to view in their Informed Delivery email or
Lebel Printing Format () dashboard.
Standard (2.5 x 11) - With receipt, one label per page ~
Select Labels
Adobe V5 or higher is required to print or save labels. From the payment confirmation page, select each label that you want to create a
Download Adobe Reader > digital banner for and click Create Digital Banner.
If you are creating more labels today, please 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.

am cre

Upload a digital ad banner and details.

ing more labels today.




2) Print and save your Labels
a) If you want to download and save the label(s) as a PDF, select Save as PDF’
b) If you are ready to print the label(s), select the printing format for the label(s).
i. Note, the option to print two labels per page on a Standard( 8.5x11) sheet of
paper without receipts is now available.
c) Once the printing format is selected, select Print Labels.

Print Your Labels

You have until 11:59 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 labels. ad, or "digital banner" for recipients to view in their Informed Delivery email or
Lebal Frinting Formaz  (Z) dashboard.
Standard (8.5 x 11) - With receipt, one label per page ~
(b) I Select Labels
Adobe v5 or higher is required to print or save labels. From the payment confirmation page, select each label that you want to create a
Download Adobe Reader » digital banner for and click Create Digital Banner.
If you are creating more labels today, please 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. Upload & digital ad banner and details.

Enter URL
Add a URL on the digital ad and drive traffic to your website.

Digital Banner displayed via Informed Delivery
For each label with a digital banner, the recipient will see and interact with the

digital ad in their Informed Delivery email or dashboard.

Learn more about Informed Delivery®

Label actions: Select labels and print, save to PDF or create a digital ad campaign to appear in recipient's Informed Delivery.

( c ) Save as PDF ( a ) Create Digital Banner
[] ship Date Recipient Service and Mailpiece Mailpiece Details Digital Banner Label Number
1of1 D 06/28/2023 ROCKY BALBOA Priority Mail® Choose Your Own Box 16 0z Create 9405830109355007266858
300 SUPERMAN ST 2-Day Delivery

DECATUR, GA 30000-0000

Schedule a Pickup Your 1 label(s) are eligible for pickup at the entered return address, 2251 Sherman Ave Nw Ste 504, Washington, DC, 20001 ~
Request a Pickup

Your |abels are only eligible to be picked up from the return address entered for these packages. Your package will be picked up either
today or tomorrow, based on when your pickup request is requested.




d) All domestic outgoing labels and domestic return labels will have the option to print at
the post office. If this option is available, enter the email address that you want the
Label Broker QR code to be sent to and select Submit.

e) Once the Label Broker QR code is sent to your email, a list of local post offices where
you can print your label(s) will be displayed.

Print Your Labels

You have until 11:59 PM Central Time of the Ship Date to print this label.

Select printing format for your labels.
Lebs! Printing Format ()

Print later at Post Office L

When choosing this option, USPS will send you an e-mail containing & QR code that can be scanned st participating
USPE Retal Locations. For more information, visit Label Broker FAQS

Enter your email to receive the OR code.

“four labels are ready to print at the Post Office!

“four Label Broker IDE code has been emailed to you and is ready to use to print your labels at the Post Office™.
Post Offices near: 45202

Showing Top 25 Results

= QUEEN CITY
525 VINE ST STE 1 CINCINMATI, OH 45202

= MAIN OFFICE GINCINNATI
18235 DALTON AVE CINCINMATI, OH 45234

= NEWPORT
420 COLUMEBIA 5T NEWPORT, KX 41071

« CORRYVILLE
2917 SHORT VINE ST CINCIMMATI, OH 45218 -




3) Extra features on the Payment Confirmation Page

a) Schedule a Pickup: If you would like your Mailpiece to be picked up for shipping, you
may click the “Schedule a Pickup” button at the bottom of the page. You will be
redirected to the “USPS Schedule a Pickup” page.

i. Note, if your return address is eligible for Carrier Pickup, you can follow the steps
outlined above to request a Carrier Pickup.

b) SCAN Form: If you have a batch of labels, you are eligible for a SCAN form. SCAN forms
provide a master barcode that represents all the Mailpieces in your batch(es) and allow
for better visibility while tracking your online labels.

i. Note, there will be a message displayed notifying you if you are eligible for a
SCAN form.

c) Loyalty Benefits: If you are enrolled in the USPS Loyalty Program, you may view your
benefits by clicking the “View Loyalty Benefits” button at the bottom of the page. You
will be redirected to the USPS Loyalty Customer Portal.

d) Create Label: If you would like to create more labels, you may click the “Create A Label”
button at the bottom of the page. You will be redirected back to the Label Manager.

Print Your Labels

You have until 11:59 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 labels. ad, or "digital banner" for recipients to view in their Informed Delivery email or
Label Printing Format () dashboard.

‘Standard (8.5 x 17) - With receipt, one label per page w
Select Labels

Adobe v5 or higher is required to print or save labels. From the payment confirmation page, select each label that you want to create a
Download Adobe Reader > digital banner for and click Create Digital Banner.
If you are creating more labels today, please 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. Upload a digital ad banner and details.

B3 | am creating mare labsls today
Enter URL
Add a URL on the digital ad and drive traffic to your website.
Digital Banner displayed via Informed Delivery
For each label with a digital banner, the recipient will see and interact with the

digital ad in their Informed Delivery email or dashboard.

Learn more about Informed Delivery®

Label actions: Select labels and print, save to PDF or create a digital ad campaign to appear in recipient's Informed Delivery.

Print Labels Save as PDF Create Digital Banner

[] ship Date Recipient Service and Mailpiece Mailpiece Details Digital Banner Label Number
1oi1 [] oe/28/2023 ROCKY BALBOA Priority Mail® Ghoose Your Own Box 160z Create 9405830109355007266858
300 SUPERMAN ST 2-Day Delivery
DECATUR, GA 30000-0000
Schedule a Pickup Your 1 label(s) are eligible for pickup at the entered return address, 2251 Sherman Ave Nw Ste 504, Washington, DG, 20001. _
Request a Pickup
Your labels are only eligible to be picked up from the return address entered for these packages. Your package will be picked up either

today or tomorrow, based on when your pickup reguest is requested

Schedule a Pickup View SCAN Form View Loyalty Benefits Create A Label

(a) (b) (c) (d)



Enhanced Click-N-Ship® (CNSv?2)

Shipping History

Within the following section, you’ll receive step-by-step guidance on how to view a label(s) tracking
history and delivery status, print and save your label(s), request a refund for your label(s), and how to

view and export your purchase history.



How to View the Labels Tracking History & Delivery Status

1) Navigate to Shipping History
a) Click the Shipping History button located in the menu bar.

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 needs. Get

discountad business rsts prices for Priority Mail® and USPS Ground Advantsge™ postags purchasaes.

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

Welcome to the new Click-N-Ship Enhanced Shipping experience! Here vou 519 3466
can view your account information, start your Click-N-Ship experience,
access previous labels, creste new labels, manage your address book, and

more! 20 1

® Incomplete Batches ® Complete Batches

® Incomplete Labels @ Complete Labels

View Label Manager

‘Want to create an Enterprise P it A t (EPA) to pay and manage services online through a single

account? Create one today or read more about the benefits of the Enterprise Payment System (EPS). Once Create an EPS 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 a Batch Import Labels Start From Address Book

Create individusl lsbels manually Organize your Ia.l.)els inioa Impert multiple labels via a File Start multiple labels in Label
e ) ) batch and utilize our ) L o
within our improved creation R X . Uplosd and continue editing in Manager by bringing in addresses
streamlined multi-label creation
procesas, Label Manager. from your Address Book.

process.




2) Find Label and Click on Label Number

a) Click on the label number to view the label details page where the tracking history and
delivery status are located.

- - o
CI | c k- N_Sh |p® Label Manager / Shipping History / AddressBook / USPSConnect / Preferences \n‘r Cart
History Dashboard
Account # 229130350
Search by Transaction Number Label Numbar Date + 31 days

All Labels ~ ]

|

Advanced Search

Showing Results 1-13 of 13

Export

Select labels from the table below by checking the corresponding checkbox for actions to appear. Then choose an action.

The USPS Loyalty Program allows business customers to earn shipping benefits based on their spending. Visit the USPS Loyalty Customer Portal for more details

Date { Order { Shipping Address { Service Type { Label Shipped { Label Delivery { Payment { Status § Cost {
1 D 06/28/2023 dc42b932- ROCKY BALBOA PM-GYOB 9405830109355007266858 No N/A MASTERGARD- Account $8.98
83424521 300 SUPERMAN ST 5391 Charged
9bcd-
fradesenioe;  DECATUR, GA 30000-0000

2 [ 0812/2023 68a65a08- Bruce Les PM-CGYOB 2405830109355004611705 Yes N/A MASTERCARD- Refund $7.64
artd-464f- 300 SUPERMAN ST 8475 Pending
9az2-
7e8234108278 DECATUR, GA 30000-0000

3 [ 05/06/2023 cc3d72df- Bruce Lee PM-CYOB 9405830109355002147510 Yes NZA AMEX-0331 Refunded §7.64

2c03-426b- 300 SUPERMAN ST
gabd- DECATUR, GA 30000-0000

ccB8ceb5bb68




3) View Label Details Page
a) View the label(s) delivery status located on the label details page.
b) To view the label(s) tracking history, select USPS Tracking that is located on the left tab
of the label details page.

Click-N-Ship® Label Manager / Shipping History / AddressBook / USPSGonnect / Preferences \,EJ'Cart

History Dashboard

¢ Back to Shipping History

Label # 9416430109355005822375

Terms .
Acceptance Cutoff Delivery Status
11/02/2023 Tracking Number
12:00 AM
(a) 420630219405830109355042887940
Acceptance Time
No cata ]
Scheduled Date Delivered, In/At Mailbox
11/06/2023 . . .
12:00 AM View Tracking History v

More Actions @ Details

( b ) USPS Tracking > Account Number

Peqpaay

Ship Again » 228992420

Print/Re-print »

Print at the Post Office » Return Addresa Package

Save PDF > Jane Dos Choose Your Own Box
300 SUPERMAN ST

Shipping Supplies Status > DECATUR, GA 30000-0000

Jane Doe@gmail.com

Need Help? @
. ; o

IFle GO L ER GRS 5 Delivery Address Service Type

Reglestaltie ) John Doe USPS Ground Advantage™

Loyalty Activity History » 300 SUPERMAN ST

Request a Service Refund > DECATUR, GA 30000-0000 1
Order Number Service Type Price
d004ca37-echHf-4a76-2484- USRS Ground Advantage™ Choose Your  3.75
a5888fasdd2d Own Box

o INS Free

Transaction Type EDEL Fres
LABEL

Label Total $3.75




c) Once the USPS Tracking option is selected, you will be redirected to a new tab where
the label(s) USPS Tracking details will be displayed.

Tracking

USPS Tracking®

~d~# Track Packages Get the free Informed Delivery® feature to receive I
"(&. Anytime, Anywhere automated notifications on your packages

Tracking Number:
9405530109355007559621

[E] Copy k’ Add to Informed Delivery

yeqpasy

Pre-Shipment
[ ] Shipping Label Created, USPS Awaiting ltem
ARLINGTOM, VA 22203
A shipping label has been prepared for your item. A delivery date MNovember 1, 2023, 1:20 pm
will be provided when USPS receives the package; contact the
shipper or shipping partner with any inguiries.

Latest Update

What Do USPS Tracking Statuses Mean?

Get More Out of USPS Tracking:
(A USPS Tracking Plus®

Text & Email Updates

USPS Tracking Plus®

Product Information




How to Print or Save Label(s) as PDF

1) Navigate to Shipping History
a) Click the Shipping History button located in the menu bar.

Click-N-Ship® Label Manager /| Shipping History |/ AdcressBook / USPS Commect /  Preferences \,:)"Can

® Skip the surcharge. Ship with USPS: There will be no pesk or demand surcharges on heliday shipping this season. Plus, &ll enhanced Click-N-Ship® customars
receive lower Commercial Rates.

What's in your Label Manager?

Hi, Ted!
‘Welcome to the new Click-N-Ship Enhanced Shipping experience! Here you can view 85 11
your account information, start your Click-N-Ship experience, access previous labels, ® Incomplete Lebels ® Complete Labals
create new labels, manage your address book, and more!
12 0
View Label Manager ® Incomplete Batches ® Complate Batches

Want to create an Enterprise Payment Account (EPA) to psy and manage services online through a single account? Create
one today or read more about the benefits of the Enterprise Payment System (EPS). Once you create an EPA, activation may Create an EPS Account
take up to 24-36 hours.

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

(e

Create a Single Label Create a Batch Import Labels Start From Address Book
Create individual labels manuslly Organize your labels into a batch Impert multiple lsbels via a File Start multiple labels in Label Manager
v and utilize cur streamlined multi- Upload and continue editing in by bringing in addresses from your

within our improved creation process
e P label creation process. Label Manager. Addreas Book.




2) Find Label and Click on Label Number

a) Click on the label number to view the label details page where the tracking history and
delivery status are located.

- - o
CI | c k- N_Sh |p® Label Manager / Shipping History / AddressBook / USPSConnect / Preferences \n‘r Cart
History Dashboard
Account # 229130350
Search by Transaction Number Label Numbar Date + 31 days

All Labels ~ ]

|

Advanced Search

Showing Results 1-13 of 13

Export

Select labels from the table below by checking the corresponding checkbox for actions to appear. Then choose an action.

The USPS Loyalty Program allows business customers to earn shipping benefits based on their spending. Visit the USPS Loyalty Customer Portal for more details

Date { Order { Shipping Address { Service Type { Label Shipped { Label Delivery { Payment { Status § Cost {
1 D 06/28/2023 dc42b932- ROCKY BALBOA PM-GYOB 9405830109355007266858 No N/A MASTERGARD- Account $8.98
83424521 300 SUPERMAN ST 5391 Charged
9bcd-
fradesenioe;  DECATUR, GA 30000-0000

2 [ 0812/2023 68a65a08- Bruce Les PM-CGYOB 2405830109355004611705 Yes N/A MASTERCARD- Refund $7.64
artd-464f- 300 SUPERMAN ST 8475 Pending
9az2-
7e8234108278 DECATUR, GA 30000-0000

3 [ 05/06/2023 cc3d72df- Bruce Lee PM-CYOB 9405830109355002147510 Yes NZA AMEX-0331 Refunded §7.64

2c03-426b- 300 SUPERMAN ST
gabd- DECATUR, GA 30000-0000

ccB8ceb5bb68




3) View Label Details Page
a) To print label(s), select Print / Re-print located on the left tab of the label details page.
b) To save label(s) as PDF, select Save PDF located on the left tab of the label details page.

C||ck-N-Sh|p® Label Manager / Shipping History / Address Book / USPSConnect / Preferences \,E,rCart

History Dashboard

¢ Back to Shipping History

Label # 9416430109355005822375

Terms
Acceptance Cutoff Delivery Status
11/02/2023 )
12:00 AM Tracking Number
420630219405830109355042887940
Acceptance Time
No data .
Scheduled Date Delivered, In/At Mailbox
11/06/2023
12:00 AM View Tracking History v
Detail
More Actions @ = é,.,
USPS Tracking > Account Number g
]
Ship Again > 228292420
(a) Print/Re-print »
Print at the Post Office > Return Address Package

( b ) Save PDF > Janz Do= Chooss Your Own Box

— - 300 Spartan Rd
il TSR i CINCINNATI, OH 45202-1114

Jane Doe@gmail.com

Need Help? @

i i im?
File an insurance claim? Delivery Addreas Service Type

i EEL T S John Doe USRS Ground Advantage™
Loyalty Activity History > 100 SUPERMAN ST
Request a Service Refnd > CHARLOTTE, MC 28262-2550

Order Number Service Type Price
d004ca37-echf-4a76-949f- USPS Ground Advantage™ Choose Your 3.75
a5888fasdd2d Own Box

INS Free
Transaction Type EDEL Frae
LABEL

Label Total $3.75




4) Select Printing Format for Your Label(s)
a) Select a label printing format for your labels from the dropdown.
i. Note, the option to print two labels per page on a Standard( 8.5x11) sheet of
paper without receipts is now available.
b) To begin printing / saving your label(s) as PDF, select Get PDF.

Select Printing Format for your labels

Select printing format for your labels.
Labe! Printing Formst ()

Standard (8.5 x 11) - Without receipt, two labels per page R

(a)

Label Printer Compatible (4 x &) 1 page sheat

Label Printer Compatible (4 x &) 1 page sheat

Standard (8.5 x 11) - With receipt, one label per page
Standard (8.5 x 11} - Without receipt, two labels per page

Print later at Post Office




How to Request a Refund for your Label(s)

1) Navigate to Shipping History
a) Click the Shipping History button located in the menu bar.

- - 2
Click-N-Ship® \of can
Label Manager / AddressBook [ USPSConnect [ Preferences

Sign Up for a Click-N-Ship® Business Rate Card and Save
Get Lower
Rates “ou 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™ postage purchases.

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 |sbels, creste new labels, manage your address book, and

more! 20 1

® Incomplete Batches ® Complate Batches

® Incomplete Labels ® Complete Labals

View Label Manager

Want to create an Enterprise Payment Account (EPA) tc pay and manage services online through a single
account? Create one today or read more about the benefits of the Enterprise Payment System (EPS). Once Create an EPS 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 a Batch Import Labels Start From Address Book

QOrganize your labels into a

Create individual labels manually - Impert multiple labels via a File Start multiple labels in Label
e ) ) batch and utilize our ) T R
within our improved crestion . X X Upload and continue editing in Manager by bringing in addresses
streamlined multi-label creation
procesa, Label Manager. from your Address Book.

process.




2) Find Label to Refund
a) Search for the label you would like a refund for by inputting the transaction or label

number.
- - 1]
C||ck-N_Sh|p® Label Manager / Shipping History / AddressBook / USPSGonnect / Preferences S cart
History Dashboard
Account # 229130350
Search by Transaction Numbar Label Number Date + 31 days
All Labels ~ “ I l I

Advanced Search

Showing Results 1-13 of 13

Select labels from the table below by checking the corresponding checkbox for actions to appear. Then choose an action.

The USPS Loyalty Program allows business customers to earn shipping benefits based on their spending. Visit the USPS Loyalty Customer Portal for more details

Date { Order { Shipping Address { Service Type { Label Shipped { Label Delivery { Payment { Status § Cost {

1 |:| 06/28/2023 dc42b932- ROCKY BALBOA PM-CYOB 9405830109355007 266858 No N/A MASTERCARD- Account $8.96
884e-4521- 300 SUPERMAN ST 5891 Charged
Sbed- DECATUR, GA 30000-0000
ffade56b19c1

2 D 06/12/2023 68a65a08- Bruce Lee PM-CYOB 9405830109355004611705 Yes N/A MASTERCARD- Refund $7.64
arfd-464f- 300 SUPERMAN ST 8475 Pending
9az2- DECATUR, GA 30000-0000
78234108279

3 [ os/05/2023 co3dradi- Bruce Lee PIM-CYOR 0405830109355002147510 Yes /A AMEX-0331 Refunded  §7.64
2c03-426b- 300 SUPERMAN ST
8abd- DECATUR, GA 30000-0000

ccB8ceb5bb68




3) Request Refund
There are two ways to request a refund for a label.

a) Option 1: Click the check box next to the label and click the “Refund” button that
appears in the available actions.

Account # 229130350
Search by Transaction Number Label Number Date + 31 days
All Labels ~ | l l

Advanced Search

Showing Results 1-13 of 13

Select labels from the table below by checking the corresponding checkbox for actions to appear. Then choose an action.

The USPS Loyalty Program allows business customers to earn shipping benefits based on their spending. Visit the USPS [ oyalty Customer Portal for more details

1 Labels Selected: Choose an action from the dropdown menu. Select Action ~ _

Track
Ship Again
Print
Date { Order { Shipping Address { Service Type $ Label $ ty & Payment { Status § Cost $
—
1 06/28/2023 dc42b932- ROCKY BALBOA PM-CYOB 9405820109355007266858 No MAA MASTERCARD- Account $8.96
884e-4521- 300 SUPERMAN ST 5881 Gharged
9ocd- DECATUR, GA 30000-0000
ffade56b19c1
2 | [ Joer12/2023 68a65a08- Bruce Les PM-CYOB 9405830109355004611705 Yes MNAA MASTERCARD- Refund $7.64
a7i4-464f- 300 SUPERMAN ST 8475 Pending
9a22- DEGATUR, GA 30000-0000
7eB234108278
3 D 05/05/2023 cc3d72df- Bruce Lee PM-CYOB 9405830109355002147510 Yes MAA AMEX-0331 Refunded $7.64
_— 2c03-426b- 300 SUPERMAN ST
8abd- DECATUR, GA 30000-0000

ccB9cebsbbbe




b) Option 2: Click the label number and request a refund on the label(s) order page.

Showing Results 1-13 of 13

Select labels from the table below by checking the corresponding checkbox for actions to appear. Then choose an action.

The USPS Loyalty Program allows business customers to eamn shipping benefits based on their spending. Visit the USPS Loyalty Customer Portal for more details

1 Labels Selected: Choose an action from the dropdown menu. Select Action ~ —
Track
Ship Again
Print
Save as PDF
Date  Order { Shipping Address { Service Type { Label & Refund fy & Payment { Status $ Cost {
Cancel Refund
1 06/28/2023 dc42b932- ROCKY BALBOA PM-CYOB 9405330109355007266858 Mo MN/A MASTERCARD- Account $3.96

884e-4521- 300 SUPERMAN ST 5991 GCharged

9bcd- DEGATUR, GA 30000-0000

ffade56b19c1

2 [ 08/12/2023 68aB5a08- Bruce Lee PM-GYOB 8405830108355004611705 Yes MN/A MASTERCARD- Refund 57.64

ari4-464f- 300 SUPERMAN ST
9az22-
TeB234108273

DECATUR, GA 30000-0000

8475 Pending

i. Once on the order page, scroll down and select the “Request a Refund” option.

¢ Back to Shipping History

Label # 9436130109355001535340

Terms
Acceptance Cutoff

09/05/2023
12:00 AM

Acceptance Time
No data

Scheduled Date

09/09/2023
12:00 AM

More Actions @

USPS Tracking »

Ship Again »

Shipping Supplies Status »

Need Help? @
File an insurance claim? »
Loyalty Activity History »

Request a Refund >

Delivery Status

Tracking Humber
420770188436130109355001535340

Your package is on the way ta a IUSPS facility. Sign up to get updates, and we'll send you a delivery
dats and time when svailsble.

Pre-Shipment

View Tracking History ~

Details

Account Number

229130350

Return Address Package

Clark Kent Chaoas Your Own Box
300 SUPERMAN ST

DECATUR, GA 30000-0000




How to Export Your Purchase History
1) Navigate to Shipping History
a) Once you are on the Shipping History landing page, select Export to begin the exporting

process.
. . 0
Cl|ck-N-Sh|p® Label / Shipping History / AddressBook J/ USPSConnect / Preferences \.-f Cart
History Dashboard
Account # 229130350
Search by Transaction Number Labal Number Date + 31 days

All Labels ~ l

|

Advanced Search

Showing Results 1-13 of 13

Select labels from the table below by checking the corresponding checkbox for actions to appear. Then choose an action.

The USPS Loyalty Program allows business customers to earn shipping benefits based on their spending. Visit the USPS | oyalty Customer Portal for more details

Date { Order { Shipping Address Service Type { Label { Shipped { Label Delivery { Payment { Status { Cost

1 [ 08282023 dcd2boaz- ROCKY BALBOA PM-CYOB £405830109355007266858 Mo NAA MASTERCARD- Account $8.96
884e-4521- 300 SUPERMAN ST 5991 Gharged
gbcd- DEGATUR, GA 30000-0000
ffade56b19c1

2 [ 0812/2023 88265208 Bruce Lee PM-CYOB 09405830109355004611705 Yes NAA MASTERCARD- Refund $7.64
arfd-4g4f- 300 SUPERMAN ST 8475 Pending
9a22-

DECATUR, GA 30000-0000

72234108278




(b)

2) Fill out the Export Shipping History Form

a) Before exporting the file, select the desired time period for the exported file.
b) Enter the email address where the file will automatically be sent to after exporting.

c) Once ready, select Export.

Export Shipping History

Time Pericd

Paszt 7 days

The GSV file you export will automatically download in your browser and be sent to the following
email address. If the file size exceeds the maximum lirit, it will only be sent by email.

Email




Enhanced Click-N-Ship® (CNSv?2)
Address Book

Within the following section, you’ll receive step-by-step guidance on how to edit, organize, and manage

your saved addresses within the Click-N-Ship Address Book.



How to Access your Address Book

1) Navigate to Address Book
a) Click the Address Book button located in the menu bar.

Click-N-Shi p® Label Manager / Shipping History /| Adcress Book /| USPS Comnect /  Preferences \,:f Cart

® Skip the surcharge. Ship with USPS: There will be no pesk or demand surcharges on heliday shipping this season. Plus, &ll enhanced Click-N-Ship® customars

receive lower Commercial Rates.

What's in your Label Manager?

Hi, Ted!
‘Welcome to the new Click-N-Ship Enhanced Shipping experience! Here you can view 85
your account information, start your Click-N-Ship experience, access previous labels, @ Incomplate | shals
create new labels, manage your address book, and more!
12
View Label Manager ® Incomplato Batchas

Want to create an Enterprise Payment Account (EPA) to psy and manage services online through a single 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 to 24-36 hours.

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

(e

Create a Single Label Create a Batch Import Labels
ind ; Organize your labels into & batch Import multiple labels via a File
Greate individual labels manually and utilize cur streamlined multi- Upload and continue editing in

within our improved creation process
e P label creation process. Label Manager.

11

® Complets Labels

0

@ Complata Batchas

Create an EPS Account

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




2) Finding your Address Book
a) Select Manage my Address Book located in the top left of the menu bar.

X
Address Book
Manage my Address Book > Search results 1-1 of 1 Results per page
Search Contacts ﬂABCDEFGHIJKLMNOPQRSTUV
w X Y Z
All Contacts (1)
Name (Last, First) Company Location
[0  KENT, CLARK 300 SUPERMANT ST
CHARLOTTE NC, 33333-0000
UMITED STATES

Create Labels

3) Viewing your Address Book
a) Once inside the Address Book, all your saved contacts will be listed below.

Search Results 1-10of1 | Show 50100 150 200

Now Showing : All Contacts AMIABCDEFGHIJKLMNOPQRSTUVWXY Z 1
GROUP NAME ] NAME COMPANY LOCATION
S KENT, CHARLOTTE, NC UNITED
All Contacts (1) ¥ CLARK STATES
| CREATE & GROUP | START A LABEL | EDNT | DELETE | EXPORT | ADD TO & GROUP

EXPORT GROUP IMPORT

QUICK ADD ADD & CONTACT




How to Add a Contact to your Address Book

1) Importing Contacts via File Upload
a) To import all of your contacts from a CSV file all at once, select Import located at the
bottom of the menu bar.

Search Results 1-10f1 Show 50 100 150 200

Now Showing : All Contacts IABCDEFGHIJKLMNOPQRSTUVWXYZ#

GROUP HAME [l NAME COMPANY LOCATION
= KENT, CHARLOTTE, NC UNITED
All Contacts (1) & CLARK STATES
| CREATE & GROUP | STARTALABEL | EDNT | | DELETE | EXPORT | ADDTOAGROUP
| EXPORT GROUP | IMPORT | QUICK ADD ADD A CONTACT

b) Select Browse to upload CSV file and begin contact import.
c) Once complete, select Continue.

Import Contacts

How to Import How to Import an Address Book

You can impaort all of your contacts at once. Or, you can 1. The imparted address book must be in (.csv) format.

upload specific files and put them in existing groups or create Z. The (.osv) file must conizin 2 first and [ast name OR
company nams, plus at least one of the following:

New ones.
( b ) = Address
Import from the file . City
= State’Province
= Phone
R = Email
gu:;::: ?EEFEE:;.\.-E”J e to use 25 3 templste, or Download a sample address book import file: sample.csw

3. Import your (.csv) file by selecting "Browse".
4. Add your imported file to an existing address group or add

Add imported contacts to (optional): itto a new address group.
8. Select "Continue” to import your file.

New Import Group -~ |
Tips
= Mame your groups to help you identify them |ater.
Or create a group: Examples: Family, Office, ato.




2) Quickly Adding a Contact

a) To quickly add a contact, select Quick Add located at the bottom of the menu bar and
follow the instructions provided.

Search Results 1-10f1 Show 50 100 150 200

Now Showing : All Contacts AMIABCDEFGHIJKLMNOPQRSTUVWXYJZG#
GROUF NAME [l NAME COMPANY LOCATION
- KENT, CHARLOTTE, NC UNITED
All Contacts (1) « CLARK STATES
| CREATE & GROUP | STARTALABEL | EDNT | | DELETE | EXPORT | ADDTOAGROUP
EXPORT GROUP IMPORT ' QUICK ADD | [ ADD A COMTACT

b) Enter the Contact Name, Contact Details (Domestic Only), and select Save once finished.

Quick Add %

Contact Name:

Example: Ann M Wamer

Contact Detailz (Domestic Only):

Example: 372 Ridgedale Ave Suite 442
East Hanover, Mew Jersey 07834
OT3-3BT7-2220 87 3-B87-2180
cnsuserl@email.com cnsuser!@email_.com




3) Adding a Contact (Traditional Method)

a) To add a contact with a detailed Contact Information, select Add a Contact located at
the bottom of the menu bar and follow the instructions provided.

Search Results 1-10of1 | Show 50100 150 200

Mow Showing : All Contacts AMIABCDEFGHIJKLMNOPQRSTUVWXYZ#

GROUP NAME ] NAME COMPANY LOCATION
. KENT, CHARLOTTE, NC UNITED
All Contacts (1) ¥ CLARK STATES
|. CREATE & GROUP | START A LABEL | EDNT | ELETE | EXPORT | ADD TO & GROUP
EXPORT GROUP IMPORT QauICK ADD I ADD & CONTACT I




b) Fill out the required* Contact Information and once finished, select Save Contact.

Contact Information

“fou must give ws a first and last name OR company name,
plus one other item marked with an astensk (*).
*indicates a required fizld

Name Phone Number 1
*First Mame M1 *Last Name ] Set as the default phone number for this contact
ﬁ . Number Type *Phone Locale
Home - us -

|_| This address iz 2 business.

Mickname *Mumber Ext.

| ADD A PHOME NUMEER
Address 1

[] Setas the default address for this contact B
Email Address 1

Address Type B
|| Setas the default email address for this contact
Home -
Email Type
Country Home ~
UNITED STATES -
*Email Address
*Address

I

Apt I Suite / Other
I Create a Mew Group

| ADD AN EMAIL ADDRESS

*C-ﬂ)"
Groups
*Slate *ZIP Code™
Select ~ |
CHECK ADDREZ §

Reference Number

| ADDAM ADDRESS

Cancel Save Contact




How to Edit a Saved Contact within your Address Book

1) Select a Saved Contact to Edit
a) Select the Contact(s) that you want to edit by selecting the checkbox and then select

Edit located at the bottom of the menu bar.

Search Results 1-10of1 Show 50 100 150 200

Now Showing : All Contacts AMIABCDEFGHIJKLMNOPGRSTUVWXYZ#
GROUP NAME ] NAME COMPANY LOCATION
. KENT, CHARLOTTE, NC UNITED
All Contacts (1) ~ | cLark STATES
|. CREATE & GROUP | START A LABEL | EDNT I | ELETE | EXPORT | ADD TO & GROUP
QauICK ADD ADD & CONTACT

EXPORT GROUP IMPORT |




2) Edit Contact Information
a) Edit the Contact Information and select Save Contact when finished.

Contact Information

“fou must give us a first and last name OR company name,
plus one other item marked with an asterisk (7).

#indigates 3 required field

Name Phone Number 1
*First Mame M.l *Last Name |_| Set as the default phone number for this contact
CLARK [_ | KENT MNumber Type *Phone Locale
Home - us -

|| This address is a business.

Hickname “Mumber Ext.

| ADD A PHOME NUMEER
Address 1

[¥] Set as the default address for this contact N
Email Address 1

Address Type
|:| Set as the default email addrass for this contact
Home -
Email Type
Country Home -
UNITED STATES -
*Email Address
*Address
[ 300 SUPERMANT ST

| ADDAM EMAIL ADDRESS

Apt i/ Suite / Other
[ Create a New Group

*City
[ CHARLOTTE Groups
*Siate *ZIP Code™

NC - North Carolina | ~ | | 232320000

| CHECKADDRESS

Reference Number

| ADD AN ADDRESS

Cancel Sawve Contact |




How to Manage Saved Contacts within your Address Book
1) Create a Label from a Saved Contact

a) To create a label from a saved contact within the Address Book, select the checkbox of
the contact(s) and then select Start a Label.

Search Results 1-10of1 | Show 50 100 150 200
Mow Showing : All Contacts MIABCDEFGHIJKLMNOPQRSTUVWXYZ#
GROUP NAME |:| NAME COMPANY LOCATION
o G CHARLOTTE, NC UNITED
All Contacts { 1) 1 crark STATES
| CREATE A GROUP ‘ I START & LABEL I | EDIT | DELETE | EXPORT | ADD TO A GROUP
EXPORT GROUP IMPORT | QUICK ADD | ADD & CONTACT

2) Delete a Saved Contact

a) To delete a saved contact within your Address Book, select the checkbox of the
contact(s) and then select Delete located at the bottom of the menu bar.

Search Results 1-10of1 | Show 50 100 150 200

Now Showing - All Contacts AMIABCDEFGHIJKLMNOPQRSTUVWXYZ#
GROUP HAME |:| MAME COMPANY LOCATION
| kent, CHARLOTTE, NC UNITED
All Contacts (1) ¥ | crark STATES
I CREATE & GROUP I ATART & LAEEL | EDT DELETE | EXPORT I ADD TO A GROUP
EXPORT GROUP IMPORT |

QUICK ADD | ADD A CONTACT




3) Export a Saved Contact

a) To export a saved contact within your Address Book, select the checkbox of the
contact(s) and then select Export located at the bottom of the menu bar.

Search Results 1-10of1 Show 50 100 150 200
Now Showing - All Contacts AMIABCDEFGHIJKLMNOPQRSTUVWXYZ#
GROUP NAME |:| NAME COMPANY LOCATICN
- KENT, CHARLOTTE, NC UNITED
All Contaets (1) | crark STATES
I CREATE & GROUP I ATART & LAEEL | EDT I DELETE I EXPORT I I ADD TO A GROUP
EXPORT GROUP IMPORT | QUICK ADD | ADD & CONTACT

4) Add a Saved Contact to a Group

a) To add a saved contact within your Address Book to a Group, select the checkbox of the
contact(s) and then select Add to Group located at the bottom of the menu bar.

Search Results 1-10of1 | Show50 100 150 200

MNow Showing : All Contacts AMIABCDEFGHIJKLMNOPGQRSTUVWXYJZ#
GROUF NAME O NAME COMPANY LOCATION
— KENT, CHARLOTTE, NC UNITED
All Contactz (1) 2 CLARK STATES

| CREATE & GROUP | START A LABEL | EINT | DELETE | EXPORT I ADD TO A GROUP I |

EXFORT GROUP IMPORT | QUICK ADD | ADD & CONTACT




Enhanced Click-N-Ship® (CNSv?2)

Preferences

Within the following section, you’ll receive step-by-step guidance on how to view edit and manage your

Click-N-Ship preferences in order to make it easier to fill out label forms in the future.



How to Edit your Preferences

1) Begin Preferences Selection
a) Click on the Preferences tab located on the landing page.

= = 2
Click-N-Ship® \of can
Label Manager / Shipping History / Address Book [/ USPS Connect ,n'

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 purchases.

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, create new labels, manage your address book, and

maore! 20 1

® Incomplete Batches ® Complete Batches

® Incomplete Labels ® Complete Labels

View Label Manager

Want to creats an Enterprise Pay it A nt (EPA) to pay and manags services online through a single
account? Create one today or read more about the benefits of the Enterprise Payment System (EPS). Once Create an EPS Account
Vvou 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 a Batch Import Labels Start From Address Book

Create individusl lsbels manually Organize your Iall.)els intoa Impert multiple labels via a File Start multiple labels in Label
- ) ) batch and utilize our ) . A
within our improved crestion R i . Upload and continue editing in Manager by bringing in addresses
streamlined multi-label creation
process. Label Manager. from your Address Book.

process.




(b)

2) Hide Postage on Label
Set a preference to hide the postage amounts displayed on your Click-N-Ship labels. You can hide
postage by Service Type, and you can choose specific addresses to hide postage from.

a) Click Edit” under Hide Postage on Label. An expanded form will appear.

Hi, Ted. Set up your Click-N-Ship preferences to make shipping easier.

Specify preferences to help streamline the label creation process. You may update your preferences at any time.

Hide Postage on Labels V

Choose if you would like to hide the postage amount displayed on your Click-N-Ship labels.

E
X
O

Hide Postage Amount on Label by Service Types Hide Postage Amount on Label for Selected Addresses

Hide postage by service types is not set Addresses to hide postage are not set

Mailpiece Options

S,
m
a
X
©
3
iy

Set the mailpiece option you use the most as a default when you create labels.

Preferred Mailpiece Option

Preferred mailpiece type is not specified

b) Hide postage preferences by service type by choosing the mail classes you wish to hide
postage displayed on your labels for.

c) Hide postage preferences by address by using the Address Book to add labels to the list
below that you wish to hide postage displayed on your labels for:

d) Click Save to save any changes and set your suppressed postage preferences.

Hide Postage on Labels

Choose if you would like to hide the postage amount displayed on your Click-N-Ship labels. You can hide postage by
Service Type and you can choose apecific addresses to hide postage from.

O Priority Maile
O Priority Mail® Cubic
O Priorty Mail Express®

[ usPs connect™ Local

Hide Postage Preferences by Service Type Hide Postage Preferences by Address

Choose the mail classes you wish to hide postage displayed on your labels for: Use the Address Book to add labels to the

[ usPs Ground Advartage™
O usPs Ground Advantage™ Cubic

[ usPs Connact™ Local Mail (c)
O usPs Connect™ Regional

list below that you wish to hide postage
displaysd on your labels for:

Add From Address Book J

(d)

[ om ]




3) Set “Mailpiece Options” Preferences
Set the Mailpiece option that you use the most as a default when you create labels.

a) Click Edit under Mailpiece Options. An expanded form will appear.

Hi, Ted. Set up your Click-N-Ship preferences to make shipping easier.

Specify preferences to help streamline the label creation process. You may update your preferences at any time.

m

Hide Postage on Labels # Edit X Clear

Choose if you would like to hide the postage amount displayed on your Click-N-Ship labels.

Hide Postage Amount on Label by Service Types Hide Postage Amount on Label for Selected Addresses
Hide postage by service types is not set Addresses to hide postage are not set
Mailpiece Options S Edit X Clear

Set the mailpiece option you use the most as a default when you create labels.

Preferred Mailpiece Option

Preferred mailpiece type is not specified

b) Select a Mailpiece Type. Either “USPS Flat Rate Packaging” or “Choose your own box.”
i) If you select “Choose your own box” please enter Mailpiece weight, dimensions
(if applicable), and girth (if applicable)
c) Click Save to save any changes and set your Mailpiece option preferences.

Mailpiece Options

Set the mailpiece option you use the most as a default when you create labels.

Preferred Mailpiece Option
Preferred mailpiece type is not specified

Choose your Mailpiece Type
© USPS® Flat Rate Packaging

O Choose your own box

“ ‘:canwl

(c)



4) Set “Favorites” Preferences
Save favorite packaging options to create new labels more quickly.

a) Click Add Favorite within the Favorites section. An expanded form will appear.

Mailpiece Options # Edit X Clear

Set the mailpiece option you use the most as a default when you create labels.

Preferred Mailpiece Option

Preferred mailpiece type is not specified

Favorites

Save favorite service and mailpiece types to create labels faster.

Favorite Name Service Type Mailpiece Type Value Weight

You do not currently have any Favorites. To add a new Favorite, click "Add Favorite" below.

+ Add Favorite

b) Name your Mailpiece, select a Service Type, Mailpiece Type, and enter a Mailpiece
Value (up to and including $5,000.00). When creating a label, select “Start from
Favorite” to generate a label based on your favorite preferences.

c) Once finished, click on Save to save your updated preferences selections.

Add Favorite

Save favorite packaging options to create new labels more quickly.

“Name of Favorite

| |

*Service Type

Select a service type ~ ]

*Mailpiece Type

*Mailpiece Value
Enter a value up to and including $5,000.00

K d

(.




5) Set “Shipment Notifications” Preferences
Sign up for email / SMS updates. Set preferences for sender and recipient contact for Mailpiece
journey updates.

a) Click Edit under the Shipment Notification section. An expanded form will appear.

Favorites

Save favorite service and mailpiece types to create labels faster.

Favorite Name Service Type Mailpiece Type Value Weight

You do not currently have any Favorites. To add a new Favorite, click "Add Favorite" below.

+ Add Favorite

Shipment Notifications

N,
B
X
1o}
d

Sign up for email/SMS text updates. Set preferences for sender and recipient contact for mailpiece journey updates.

Sender Notification Options Recipient Notification Options

No sender notification options are set No recipient notification options are set

b) To begin receiving updates, select the box that says | would like to get tracking and
confirmation notifications via email and / or text message.

c) Next, under the Recipient Shipment Notifications section, select the types of updates
that you want to be sent to the recipient along with how you want those updates sent
(via email, text, or both).

d) Click Save to save the changes made to the Shipment Notifications preferences.

Shipment Notifications

Sign up for email/SMS text updates. Set preferences for sender and recipient contact for mailpiece journey updates.

My Shipment Notifications Recipient Shipment Notifications
[7] 1 would like to get tracking and confirmation notifications via email and/or text message Select updates sent to recipient.
Email  Text

All Balow Updates
( b ) Expected Delivery
Day Of Delivery ( c )
Package Delivery
Pickup Availability

Delivery Exception

(I 0 o B S |
OoooooOooao

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.com/privacypolicy.

I Ganeel



6) Set “USPS Connect” Preferences
Set how far you are willing to travel to drop off USPS Connect Mailpieces by setting your radius and
location type map preferences.

a) Select Edit on the top right of the section.

USPS Connect

Set how far you are willing to travel to drop off USPS Connect® Mailpieces.

USPS Connect Radius Preference Filter Map View by Location Type
20mi USRS Connact Lacal v ]
USPS Locations

. !
North Dakota | &
o e
4 S

South Dakets

¢ Wyoming ]
i
Hebraska
 pee | UNITED
£ Célarada —1

—sianome

New Maxico N

Tannaeses

| ‘rkansas /" North Carclina,

b) Select the USPS Connect Radius (in miles) Preference by clicking on the dropdown button
and selecting a radius from the options listed.

USPS Connect

Set how far you are willing to ravel to drop off USPS Cornect® Mailpieces.

USPS Connect Radius Preference Filter Map View by Location Type

Salect Radius v USPS Connect Local A

1 Mile
5 Miles

10 Miles
20 Miles
30 Miles
50 Miles
100 Miles

\ \ WA . 1
W \ i Ontario 3
LS Oaloury; | [ o
N | { |
I

L
r ]
Vancouver
o 5 el
., ) 7 | 1
° - North Dakota |
\ ¢ Mantana 1 s
s, Baanl |
\ South Dakota
Idaho — <

Gregon
Wyoming

Nabraska

UNITED
TSTATE

| Ko

Gilahoma

{7 Célarada

L Arkansas

Arizona New Maxico

-

| meorgia




c) To Filter the Map View by Location Type (USPS Connect Local or USPS Connect Regional),
click the drop down and select your option.

USPS Connect

Set how far you are willing to travel to drop off USPS Connect® Mailpieces.

USPS Connect Radius Preference Filter Map View by Location Type

l Select Radius ~

USPS Connect Regicnal

USPS Locations

_\om ‘

7 |
North Dakota |
¢ Wortana A 1

South Dakota

Hovd Scotid”

Wyoming

Nabraska

UNITED

Arizona New Maxice
o /

d) Once finished, click on Save to save your updated preferences selections.

USPS Connect

Bet how far you are willing to travel to drop off USPS Connect® Mailpieces.

USPS Connect Radius Preference Filter Map View by Location Type
l Select Radius ~ l l USPS Connect Local ~

USPS Locations

\_.

N \

\ !
North Dakots |
¢ “Wontana \ t

Seuth Dakota

Wyeming —

Nabraska

i UNITED
Nevada Utah ~ [ STATE

| o Kongse

Gkiahoma ", _

Tannesses

| Arkansss " North Carolina,.



7) Set “Return Address” Preferences
Specify a return address for your labels. This does not change your customer registered address.

a) Click Edit under Return Address. An expanded form will appear.

Return Address S Edit X Clear
Specify the return address on the label. This does not change the customer registered address.

Return Address

Mo return address preferences are set

Print Settings 2 Edit X Clear

Specify preferred label printing format.

Print Preferences

Mo Label Printing Preferences are set

b) Manually enter the return address details such as Name, Company (if applicable), Country,
Address, City, State, and ZIP Code™.
c) Once finished, click on Save to save your updated preferences selections.

Return Address

Specify the return address on the label. This does not change the customer registered address.

Return Address

MNa return address praferences ars set

l L | |
(b) rmm l
- | |
C | [ [ |




8) Set “Printing Settings” Preferences
Specify a preferred label printing format.

a) Select Edit under the Print Settings section.

Return Address # Edit X Clear

Specify the return address on the label. This does not change the customer registered address.

Return Address

Mo return address preferences ars sst

Print Settings 2 Edit X Clear

Specify preferred label printing format.

Print Preferences

Mo Label Printing Preferences are set

b) Under Print Preferences, select the printing format for your labels by clicking on the
dropdown button.

Print Settings
Specify preferred label printing format.
Print Preferences

Select printing format for your labels.
Leoel Primting Format (@)

Standard (8.5 x 11) - With receipt, one label per page r

Label Printer Compatible (4 x 6) 1 page sheet
Labal Printar Compatibla (4 x 5) 1 page sheet
{B.5 x 11) - With receipt, cne label per page

Print later at Post Office

e

c) Once finished, click on Save to save your updated preferences selections.

Print Settings

Specify preferred labsl printing format

Print Preferences
Select printing format for your labels.
Lensl Arinting Format ()

| Standard (8.5 x 11) - With receipt, one label per page ~

Cancel




9) Set “Ship from Alternate Zip Code™” Preferences
Set an alternate ZIP Code™ to appear when shipping from a ZIP Code™ that is different from your
return address. Specify the Zip Code of the location that you are shipping from

a) Select Edit under Shipping from Zip Code™. An expanded form will appear.

Print Settings & Edit X Clear

Specify preferred label printing format

Print Preferences

Mo Label Printing Preferences ars set

Ship from Alternate ZIP Gode™

Set an slternate ZIP Code to appear when you're shipping from & ZIP Cade™ that's different from your return address. Specify ZIP Code™ of the location you are shipping from.

Alternate Shipping ZIP Code™
An slternate shipping ZIP Code™ is not sst

Click-N-Ship Business Rate Card # Edit

Set your preferences for the Click-N-Ship Busineas Rate Card. With this agreement, you're eligible for even lower business prices and other benefits.
Business Rate Card Status
Enrolled! You've agreed to the terms and are currently shipping at lower busineas prices. If you'd like to opt out at any time. aelect the option below and save vour preference

b) Manually enter an alternate shipping ZIP Code™.
c) Once finished, click on Save to save your updated preferences selections.

Ship from Alternate ZIP Gode™ A Edit X Clear

Set an sltarnate ZIP Code to appear whan you're shipping from a ZIP Coda™ that's different from your return addrass. Specify ZIP Code™ of the location you are shipping from

Alternate Shipping ZIP Code™
An sltermnate shipping ZIP Code™ is not ast

P Coos’




(b)

10) Set “Click-N-Ship Business Rate Card” Preferences
Set your preferences for the Click-N-Ship Business Rate Card. With these agreements, you’re eligible
for even lower business prices and other benefits.

a) Select Edit under the Click-N-Ship Business Rate Card section.

Return Address # Edit X Clear

Specify the return address an the label This does not change the customer registerad address

Return Address

Mo return address preferences are set

Print Settings ’

|I'|'|
=
x
le}
o
i

Specify preferred label printing format.

Print Preferences

Mo Label Printing Preferences are set

¥yreqpaay

Ship from Alternate ZIP Code™ # Edit ¥ Clear

Set an alternate ZIP Code to appear whan you're shipping from & ZIP Code™ that's different from your return address. Specify ZIP Code™ of the location you are shipping from.

Alternate Shipping ZIP Code™
An slternate shipping ZIP Code™ i not st

Click-N-Ship Business Rate Card # Edit

Set your preferences for the Click-MN-Ship Busineas Rate Card. With thiz agreement, yvou're eligible for even lower business prices and other benefits.

Business Rate Card Status
Enrolled! You've agresd to the terms and are currently shipping at lower busineas prices. If yvou'd like to opt out &t any time, select the option below and save your prefersnce

b) Select the Business Rate Card Status checkbox to opt-in / opt-out of Click-N-Ship
Business Rate Card.
c) Once finished, click on Save to save your updated preferences selections.

Click-N-Ship Business Rate Card

Set your preferences for the Click-N-Ship Business Rate Card. With this agreement, you're eligible for even lower business prices and other benefits.

Business Rate Card Status
Enraolled! You've agresd to the terms and are currently shipping at lower business prices. If you'd like to opt out &t any time, sslect the option below and save your prefersnce

Opt out of Click-N-Ship Business Rate Card
By opting out of this agreement, vou’ll no longer receive the lower business prices.

cancel

(c)




