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Overview 
The Enhanced Click-N-Ship® experience is catered specifically towards business account customers that 

create multiple labels a day. The Enhanced Click-N-Ship® application allows business account customers 

and personal account customers to more efficiently create and pay for labels beyond the current Click-

N-Ship® capabilities.  

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

As of July 14th, 2024 the following new features and services are available on the Enhanced Click-N-Ship® 

application: 

¶ All customers will now be required to accept the Enhanced Click-N-Ship® Terms and 

Conditions agreement via pop-up modal before being able to use the Enhanced Click-N-

Ship® application (refer to page 6 for more details).  

¶ All customers that are part of the Free Matter for the Blind (FMB) Program will now have 

the ability to ship eligible ƳŀƛƭǇƛŜŎŜΩǎ free of postage through eligible services (refer to 

page 39 for more details).  

¶ All customers will now the ability to choose Rithum as a Marketplace option when using 

the File Upload (Import Labels) label creation method (refer to page 118 for more details).  

 

This user guide will also cover all of the current features within the Enhanced Click-N-Ship® application 

and will serve as a step-by-step guide on how to use them. 

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

 

 

 

 

 

 

 

 

 

 

https://faq.usps.com/s/article/Enhanced-Click-N-Ship-Experience-CNSv2#uploading_labels
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²ƛǘƘƛƴ ǘƘŜ ŦƻƭƭƻǿƛƴƎ ǎŜŎǘƛƻƴΣ ȅƻǳΩƭƭ ǊŜŎŜƛǾŜ ǎǘŜǇ-by-step guidance on how to access the Enhanced Click-N-

Ship® application. 
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How to Access the Enhanced Click-N-Ship® Application 
1) Sign into the Enhanced Click-N-Ship® application 

a) Navigate to the Enhanced Click-N-Ship® log in page. 

b) Enter your USPS® username and password. 

c) Click Sign-In and wait to be redirected to the Enhanced Click-N-Ship® landing page. 

 

2) Accept the Enhanced Click-N-Ship® Terms and Conditions 
a) Once logged into the Enhanced Click-N-Ship® application, you will be presented with a 

Terms and Conditions pop-modal.  

b) Select I Agree to proceed to using the Enhanced Click-N-Ship® application as usual.   

 

https://cnsb.usps.com/
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²ƛǘƘƛƴ ǘƘŜ ŦƻƭƭƻǿƛƴƎ ǎŜŎǘƛƻƴΣ ȅƻǳΩƭƭ ǊŜŎŜƛǾŜ ǎǘŜǇ-by-step guidance on creating both international and 

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

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



8 
 

How to Create a Domestic Label 

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

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

 
b) Option 2: Click on New Label located on the Label Manager page. 
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2) Verify your Sender Details 
The Sender Details section is pre-populated by default based on the address associated with 

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

the top of the landing page. 

a) If you are shipping from a different ZIP Codeϰ than the ZIP Codeϰ indicated in your 

Return Address, please enter the correct shipping from ZIP Codeϰ in the Ship from a 

different ZIP Codeϰ field. (e.g.: I am shipping items out of a warehouse in Washington, 

DC, but items should be returned to my location in New York. I would indicate I am 

shipping from Washington DC)  
b) To manually edit the Sender Details information (i.e., Return Address, Email, Phone, 

Tracking Notifications selections), click Edit to update those fields accordingly. 

 

 

 

 

( b ) 

( a ) 
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c) Enter or verify that your address and contact information is correct.  

d) To opt into Tracking Notifications, select the Send me tracking notifications checkbox.  

 

 

 

 

 

 

 

 

( c ) 

( d ) 
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e) Select the Type of Notifications that you want to receive (note, international phone 

numbers are currently not supported by the Enhanced Click-N-Ship® application).  

f) Select Save within the Sender Details section to save any changes to the Sender Detail 

fields.  

 

 

 

 

 

( e ) 

( f ) 
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3) Enter the Recipient Details ς Two Options 
Within Enhanced Click-N-Ship®, 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 

wŜŎƛǇƛŜƴǘΩǎ bŀƳŜΣ /ƻƳǇŀƴȅ όƛŦ ŀǇǇƭƛŎŀōƭŜύΣ !ŘŘǊŜǎǎΣ /ƛǘȅΣ {ǘŀǘŜΣ and ZIP Codeϰ.  

i. You can save the entered address to your Address Book for later use or reference 

by selecting the Save to Address Book checkbox.  

 

( i ) 

( a ) 
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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. 
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4) Enter the Reference Number (optional) 
a) If you would like to enter a reference number, enter the number in the Reference 

Number textbox.  
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5) Select Recipient Status Notifications (optional)  
Within Enhanced Click-N-Ship®, you have the capability to have the recipient receive shipment 

status notifications via email, text, or both (note, international phone numbers are currently not 

supported in the Enhanced Click-N-Ship® application).  

a) If you would like the recipient to receive email notifications about the mailpiece, select 

the Status Notifications toggle from OFF to ON.  
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b) Enter ǘƘŜ ǊŜŎƛǇƛŜƴǘΩǎ Email Address and / or Phone Number (domestic only). 

c) Select the Type of Notifications that you want the recipient to receive.  

 

 

 

 

 

 

 

 

 

( b ) 

( c ) 
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6) Select Hold For Pickup (optional) 
a) If you would like to have your mailpiece held at a designated Post OfficeÊ location for 

pick-up, select the Hold for Pickup at Post OfficeÊ checkbox.  
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b) Once you have selected the checkbox, enter the ZIP Codeϰ in the search box to find the 

nearest Post OfficeÊ location available for pickup. 
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c) Select the desired Post OfficeÊ from one of the options displayed.  
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d) If you would like to receive text and / or email notifications to notify you or the recipient 

that the mailpiece is ready for pickup, enter the email and / or phone number in the 

textboxes under Notify Me / Recipient When Ready for Pick-Up.  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



21 
 

7) Select Hazardous Material Type (If Applicable) 
a) Select Ψ̧ŜǎΩ if your mailpiece contains any potential hazardous or dangerous material 

such as batteries, perfume, paint, aerosols, and more όŎƭƛŎƪ ƻƴ ΨView examples of 

mailable and nonmailable hazardous materialsΩ for a detailed list). 

b) {ŜƭŜŎǘ ΨNoέ ƛŦ ȅƻǳǊ mailpiece does not contain any hazardous or dangerous materials.  
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c) If YES is selected, read through the HAZMAT example items pop and select I understand 

to proceed with selecting a category type.  

 

d) Select a category type by clicking on the dropdown button and selecting the HAZMAT 

type. 
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8) 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 you select USPS® Flat Rate Packaging, select a service type from the drop 

down, and then select View Mailpiece Types.  
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ii. If you select Choose your own box, please enter the mailpiece weight, 

dimensions (if shipping a mailpiece ƎǊŜŀǘŜǊ ǘƘŀƴ мнέ long) 

iii.  If your mailpiece is not a standard, rectangular box, select the This mailpiece 

isnΩt a standard, rectangular box checkbox and enter the Girth (if applicable).  

 

 

 

 

 

 

( ii ) 

( iii ) 
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iv. If your mailpiece can be considered a non-machinable item, click on the 

dropdown and select the characteristic that best applies to your mailpiece. 
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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.  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

( c ) 

( i ) 
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9) Select the Mailpiece Type (Two Options) 
a) Option 1: For USPS Connect® Local / Mail Service Types ς 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. 

 

 

 

( a ) 
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ii. After the Mailpiece Type is selected, select the Drop-off Location from the 

options displayed: 

iii. 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.  

 

( i ) 

( ii ) 
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b) Option 2: For all other Service Types ς 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. 

 

 

 

 

( b ) 

( i ) 
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ii. If you would like to drop off your mailpiece at a nearby Post OfficeÊ, select the 

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

available.  
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10) Enter Content Details (Optional) 
The Content Details section is only required for mailpieceΩǎ that require a Customs Form (such as 

International or military based addresses).  

a) Enter the item description.  

b) Enter the Item weight (lbs.) - if not applicable, enter ΨлΩ. 

c) Enter the item weight (oz) - ƛŦ ƴƻǘ ŀǇǇƭƛŎŀōƭŜΣ ŜƴǘŜǊ ΨлΩ. 

d) Enter the item value. 

e) Enter the quantity of the item. 

f) Add another item. 

g) Enter the mailpiece value.  

 

 

 

 

 

 

 

( a ) ( b ) ( c ) 

( d ) 

( e ) 

( g ) 

( f ) 
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11) Select Extra Services 

a) If you are interested in adding extra services to your mailpiece(s), please select one of 

the available Insurance, Signature, Additional, Delivery, and Return services. 

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

Online® to inform the Shipper that the mailpiece(s) have been received, select the 

Signature Confirmationϰ option.  

i. If you do not want to allow an electronic signature, select Do Not Allow 

Electronic Signature.  

ii. Note, this service will be FREE for Priority Mail Express® ƳŀƛƭǇƛŜŎŜΩǎΦ  

 

( b ) 
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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 of the page.  

 

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

label, select Add to Cart.  

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. 

i.  Note, you can save at any time if Recipient Details are provided. Saving will 

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

purchasing it. 

 ( a ) ( b ) 
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14) Select to Ship to a USPS® Smart Locker (Two Options)  
If the address that you are sending to is close to a secure, self-service USPS® Smart Locker, you 

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

a) Option 1: via Label Cart ς after adding the label to the cart, you will be notified if a 

USPS® Smart Locker is available near the ǊŜŎƛǇƛŜƴǘΩǎ address. If you would like to ship 

your mailpiece to the USPS® Smart Locker, select Ship to Locker.   

 
b) Option 2: via Label Manager ς after saving the label to the Label Manager, you will be 

notified if a USPS® {ƳŀǊǘ [ƻŎƪŜǊ ƛǎ ŀǾŀƛƭŀōƭŜ ƴŜŀǊ ǘƘŜ ǊŜŎƛǇƛŜƴǘΩǎ ŀŘŘǊŜǎǎΦ LŦ ȅƻǳ ǿƻǳƭŘ 

like to ship your mailpiece to the USPS® Smart Locker, select Ship to Locker.   
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c) To see the available USPS® Smart Locker locations, select the Radius (10 mi ς 100 mi) 

dropdown and then select Search.  

d) Enter the recipients email address so that they can receive a pickup notification.  

e) Choose the USPS® Smart Locker of your choice from the options listed by selecting Ship 

Here.  

 

 

 

 

 

 

 

 

 

 

 

( e ) 

( c ) 

( d ) 
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15) Review Label Details in Label Cart 
a) After adding the label to the cart, review the label information for accuracy.  

i. Note, if a USPS® 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.  

 

 

 

 

 

 

 

 

( i ) 

( ii ) 
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How to Create a Domestic Label as a Free Matter for the Blind User 

Create a domestic label for a single recipient free of postage through our eligible services if you are a 

qualifying member of the Free Matter for the Blind Program (FMB) by following the steps below. 

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

 
b) Option 2: Click on New Label located on the Label Manager page. 
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2) Verify your Sender Details 
The Sender Details section is pre-populated by default based on the address associated with 

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

the top of the landing page. 

a) If you are shipping from a different ZIP Codeϰ than the ZIP Codeϰ indicated in your 

Return Address, please enter the correct shipping from ZIP Codeϰ in the Ship from a 

different ZIP Codeϰ field. (e.g.: I am shipping items out of a warehouse in Washington, 

DC, but items should be returned to my location in New York. I would indicate I am 

shipping from Washington DC)  
b) To manually edit the Sender Details information (i.e., Return Address, Email, Phone, 

Tracking Notifications selections), click Edit to update those fields accordingly. 

 

 

 

 

( b ) 

( a ) 
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c) Enter or verify that your address and contact information is correct.  

d) To opt into Tracking Notifications, select the Send me tracking notifications checkbox.  

 

 

 

 

 

 

 

 

( c ) 

( d ) 
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e) Select the Type of Notifications that you want to receive (note, international phone 

numbers are currently not supported by the Enhanced Click-N-Ship® application).  

f) Select Save within the Sender Details section to save any changes to the Sender Detail 

fields.  

 

 

 

 

 

( e ) 

( f ) 
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3) Enter the Recipient Details ς Two Options 
Within Enhanced Click-N-Ship®, 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 

wŜŎƛǇƛŜƴǘΩǎ bŀƳŜΣ /ƻƳǇŀƴȅ όƛŦ ŀǇǇƭƛŎŀōƭŜύΣ !ŘŘǊŜǎǎΣ /ƛǘȅΣ {ǘŀǘŜΣ and ZIP Codeϰ.  

i. You can save the entered address to your Address Book for later use or reference 

by selecting the Save to Address Book checkbox.  

 

( i ) 

( a ) 
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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. 
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4) Enter the Reference Number (optional) 
a) If you would like to enter a reference number, enter the number in the Reference 

Number textbox.  
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5) Select Recipient Status Notifications (optional)  
Within Enhanced Click-N-Ship®, you have the capability to have the recipient receive shipment 

status notifications via email, text, or both (note, international phone numbers are currently not 

supported in the Enhanced Click-N-Ship® application).  

a) If you would like the recipient to receive email notifications about the mailpiece, select 

the Status Notifications toggle from OFF to ON.  
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b) Enter ǘƘŜ ǊŜŎƛǇƛŜƴǘΩǎ Email Address and / or Phone Number (domestic only). 

c) Select the Type of Notifications that you want the recipient to receive.  

 

 

 

 

 

 

 

 

 

( b ) 

( c ) 
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6) Select Hold For Pickup (optional) 
a) If you would like to have your mailpiece held at a designated Post OfficeÊ location for 

pick-up, select the Hold for Pickup at Post OfficeÊ checkbox.  
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b) Once you have selected the checkbox, enter the ZIP Codeϰ in the search box to find the 

nearest Post OfficeÊ location available for pickup. 
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c) Select the desired Post OfficeÊ from one of the options displayed.  
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d) If you would like to receive text and / or email notifications to notify you or the recipient 

that the mailpiece is ready for pickup, enter the email and / or phone number in the 

textboxes under Notify Me / Recipient When Ready for Pick-Up.  
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7) Select Hazardous Material Type (If Applicable) 
a) Select Ψ̧ŜǎΩ if your mailpiece contains any potential hazardous or dangerous material 

such as batteries, perfume, paint, aerosols, and more όŎƭƛŎƪ ƻƴ ΨView examples of 

mailable and nonmailable hazardous materialsΩ for a detailed list). 

b) {ŜƭŜŎǘ ΨNoέ ƛŦ ȅƻǳǊ mailpiece does not contain any hazardous or dangerous materials.  
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c) If YES is selected, read through the HAZMAT example items pop and select I understand 

to proceed with selecting a category type.  

 

d) Select a category type by clicking on the dropdown button and selecting the HAZMAT 

type. 
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8) Select the Shipping Date and FMB Service 
a) Select the Shipping Date you would like the mailpiece to ship (you may select a date up 

to 3 days from today). 

b) If you are a qualifying user of the Free Mater for the Blind (FMB) program, select the I 

am shipping as Free Matter for the Blind checkbox to proceed.  

i. Note, refer to the following article for more information about the Free Matter 

for the Blind (FMB) Program.  

 

 

 

( a ) 

( b ) 

https://faq.usps.com/s/article/What-is-Free-Matter-for-the-Blind-or-Other-Physically-Handicapped-Persons
https://faq.usps.com/s/article/What-is-Free-Matter-for-the-Blind-or-Other-Physically-Handicapped-Persons
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c) Please enter the mailpiece weight and dimensions (if shipping a mailpiece greater than 

мнέ long) 
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d) If your mailpiece can be considered a non-machinable item, click on the dropdown and 

select the characteristic that best applies to your mailpiece. 
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9) Select the FMB Mailpiece Type  
a) Once all the mailpiece dimensions are entered, select the View Mailpiece Types button 

to view the mailpiece types. 

b) A Free Matter for the Blind Mailpiece Type will then be available based on your 

previous selections. No further action is required here.  

 

 

 

 

 

 

 

( a ) 

( b ) 
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10) Enter Content Details (Optional) 
The Content Details section is only required for mailpieceΩǎ that require a Customs Form (such as 

International or military based addresses).  

a) Enter the item description.  

b) Enter the Item weight (lbs.) - if not applicable, enter ΨлΩ. 

c) Enter the item weight (oz) - ƛŦ ƴƻǘ ŀǇǇƭƛŎŀōƭŜΣ ŜƴǘŜǊ ΨлΩ. 

d) Enter the item value. 

e) Enter the quantity of the item. 

f) Add another item. 

g) Enter the mailpiece value.  

 

 

 

 

 

 

 

( a ) ( b ) ( c ) 

( d ) 

( e ) 

( g ) 

( f ) 
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11) Select Extra Services 

a) If you are interested in adding extra services to your mailpiece(s), please select one of 

the available Insurance, Signature Delivery, and Return services. 

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

 

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

Summary will be a grey box located at the top right of the page.  
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13) Add Label to Cart or Save Label  
a) If all required information is correct and you would like to proceed to purchase the 

label, select Add to Cart.  

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. 

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. 

 

14) Review Label Details in Label Cart 
a) After adding the label to the cart, review the free FMB label information for accuracy.  

 

( a ) ( b ) 
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How to Create an International Label  

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

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

 
i. Option 2: Select New Label located on the Label Manager page. 
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2) Verify your Sender Details 
The Sender Details section is pre-populated by default based on the address associated with 

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

the top of the landing page. 

a) If you are shipping from a different ZIP Codeϰ than the ZIP Codeϰ indicated in your 

Return Address, please enter the correct shipping from ZIP Codeϰ in the Ship from a 

different ZIP Codeϰ field. (e.g.: I am shipping items out of a warehouse in Washington, 

DC, but items should be returned to my location in New York. I would indicate I am 

shipping from Washington DC)  
b) To manually edit the Sender Details information (i.e., Return Address, Email, Phone, 

Tracking Notifications selections), click Edit to update those fields accordingly. 

 

 

 

 

( b ) 

( a ) 
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c) Enter or verify that your address and contact information is correct.  

d) To opt into Tracking Notifications, select the Send me tracking notifications checkbox.  

 

 

 

 

 

 

 

 

( c ) 

( d ) 
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e) Select the Type of Notifications that you want to receive (note, international phone 

numbers are currently not supported by the Enhanced Click-N-Ship® application).  

f) Select Save within the Sender Details section to save any changes to the Sender Detail 

fields.  

 

 

 

 

 

( e ) 

( f ) 
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3) Enter the Recipient Details ς Two Options 
Within Enhanced Click-N-Ship®, you have the capability to either enter the recipient details 

manually or select an address from your Address Book. 

c) Option 1: To manually enter the recipient details, simply fill out the fill-in boxes with the 

wŜŎƛǇƛŜƴǘΩǎ bŀƳŜΣ /ƻƳǇŀƴȅ όƛŦ ŀǇǇƭƛŎŀōƭŜύΣ !ŘŘǊŜǎǎΣ /ƛǘȅΣ {ǘŀǘŜΣ and ZIP Codeϰ.  

i. You can save the entered address to your Address Book for later use or reference 

by selecting the Save to Address Book checkbox.  

 

( i ) 

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

access your Address Book. 

 

ii. Search for your desired recipient address and click Use This Address. The 

selected address should then automatically populate within the Recipient Detail 

fields. 
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4) Enter the Reference Number (optional) 
c) If you would like to enter a reference number, enter the number in the Reference 

Number textbox.  
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5) Select Recipient Status Notifications (optional)  
Within Enhanced Click-N-Ship®, you have the capability to have the recipient receive shipment 

status notifications via email, text, or both (note, international phone numbers are currently not 

supported in the Enhanced Click-N-Ship® application).  

c) If you would like the recipient to receive email notifications about the mailpiece, select 

the Status Notifications toggle from OFF to ON.  
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d) Enter ǘƘŜ ǊŜŎƛǇƛŜƴǘΩǎ Email Address and / or Phone Number (domestic only). 

e) Select the Type of Notifications that you want the recipient to receive.  

 

 

 

 

 

 

 

( b ) 

( c ) 
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6) Select Hazardous Material Type (If Applicable) 
c) Select Ψ̧ŜǎΩ if your mailpiece contains any potential hazardous or dangerous material 

such as batteries, perfume, paint, aerosols, and more όŎƭƛŎƪ ƻƴ ΨView examples of 

mailable and nonmailable hazardous materialsΩ for a detailed list). 

d) {ŜƭŜŎǘ ΨNoέ ƛŦ ȅƻǳǊ mailpiece does not contain any hazardous or dangerous materials.  
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e) If YES is selected, read through the HAZMAT example items pop and select I understand 

to proceed with selecting a category type.  

 

f) Select a category type by clicking on the dropdown button and selecting the HAZMAT 

type. 
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7) Select the International 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 you select USPS® Flat Rate Packaging, select a service type from the drop 

down, and then select View Mailpiece Types.  
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ii. If you select Choose your own box, please enter the mailpiece weight, 

dimensions (if shipping a mailpiece ƎǊŜŀǘŜǊ ǘƘŀƴ мнέ long) 

iii.  If your mailpiece is not a standard, rectangular box, select the This mailpiece 

isnΩt a standard, rectangular box checkbox and enter the Girth (if applicable).  

 

 

 

 

 

 

( ii ) 

( iii ) 
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iv. If your mailpiece can be considered a non-machinable item, click on the 

dropdown and select the characteristic that best applies to your mailpiece. 
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c) Select a Service Type by clicking on the dropdown button and selecting from the options 

available.  

 

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. 

 

( d )  

( i )  
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8) Enter Mailpiece Content Details (Optional) 
a) The Content Details section is only required for ƳŀƛƭǇƛŜŎŜΩǎ that require a Customs Form 

(International Labels).  

 

9) Select Extra Services 

a)  If you are interested in adding extra services to your mailpiece, please select one of the 

available Insurance options. 

 

10) 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). 
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11) Input Mailpiece Information 
International ƳŀƛƭǇƛŜŎŜΩǎ require further ƳŀƛƭǇƛŜŎŜΩǎ information. Fill out the required 

information:  

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

describes your mailpiece. 

 

( a ) 
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12) Fill out the Custom Form 
This customs form is used to declare the contents of your ƳŀƛƭǇƛŜŎŜΩǎ 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. 
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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) Enter the HS Tariff Code of the item that is being shipped.  

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

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

 

( b ) 

( c ) 

( d ) 

( e ) 

( f ) 

( g ) 
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13) 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. 

 

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

 
 

( b ) 

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

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

 
15) Add Label to Cart or Save Label  

a) If all required information is correct and you would like to proceed to purchase the 

label, 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). 

 
( a ) ( b ) 



80 
 

How to Create a Label Using 3rd Party Authorization (Business Accounts) 

Eligible Enhanced Click-N-Ship® Business Users can now utilize the rates and Enterprise Payment System 

(EPS) Billing Account of another user to create, purchase, and ship labels on their behalf by following the 

steps below. 

1) Select a Payer Account 
a) On the Enhanced Click-N-Ship® Homepage, select Switch Payer Account to choose the 

tŀȅŜǊΩǎ 9t{ ŀŎŎƻǳƴǘ ǘƘŀǘ ȅƻǳ ǿŀƴǘ ǘƻ ǳǎŜ ǘƻ ŎǊŜŀǘŜ the label(s) for.  

b) Note, you can also switch between payer accounts via the Label Cart and Preferences 

section.  
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c) Click on the dropdown under the Select Account section and select the PayerΩs EPS 

account that you want to use.   

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

Label Cart will be unique to that specific EPS account.  

e) hƴŎŜ ǘƘŜ tŀȅŜǊΩǎ 9t{ ŀŎŎƻǳƴǘ ƛǎ ǎŜƭŜŎǘŜŘΣ ǎŜƭŜŎǘ Save Account to proceed with creating 

label(s). 

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

select Switch To My Account.  

 

 
 

 

 

 

 

 

 

( b ) 

( c ) ( d ) 
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2) Begin Single Label Creation Process ς Two Options 

bƻǘŜΣ {ƘƛǇǇŜǊǎ ǿƛƭƭ ƴƻǘ ōŜ ŀōƭŜ ǘƻ ǎŜŜ ǘƘŜ tŀȅŜǊΩǎ ǊŀǘŜǎ / prices when creating or purchasing 

label(s).  
a) Option 1: Select Create a Single Label located on the landing page.  

 
b) Option 2: Click on New Label located on the Label Manager page. 
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3) Verify your Sender Details 
The Sender Details section is pre-populated by default based on the address associated with 

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

the top of the landing page. 

a) 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 Codeϰ than the ZIP Codeϰ indicated in your 

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

different ZIP Codeϰ field. (e.g.: I am shipping items out of a warehouse in Washington, 

DC, but items should be returned to my location in New York. I would indicate I am 

shipping from Washington DC)  

 

( b ) 

( a ) 
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4) Enter the Recipient Details ς Two Options 
Within Enhanced Click-N-Ship®, 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 

wŜŎƛǇƛŜƴǘΩǎ bŀƳŜΣ /ƻƳǇŀƴȅ όƛŦ ŀǇǇƭƛŎŀōƭŜύΣ !ŘŘǊŜǎǎΣ /ƛǘȅΣ {ǘŀǘŜΣ ŀƴŘ ½Lt /ƻŘŜϰ.  

i. Note, if you would like the mailpiece recipient to get email notifications about 

the mailpieceΣ ŎƘŜŎƪ ǘƘŜ ά{ŜƴŘ wŜŎƛǇƛŜƴǘ 9Ƴŀƛƭ bƻǘƛŦƛŎŀǘƛƻƴǎέ ŎƘŜŎƪōƻȄΦ ¸ƻǳ 

ǿƛƭƭ ƴŜŜŘ ǘƻ ŜƴǘŜǊ ǘƘŜ ǊŜŎƛǇƛŜƴǘΩǎ ŜƳŀƛƭ ŀŘŘǊŜǎǎ ŀƴŘ Ŏŀƴ ŀŘŘ ŀƴ ƻǇǘƛƻƴŀƭ 

message (up to 125 characters).  

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

ǊŜŦǊŜƴŎŜ ƻǊ ǳǎŜ ōȅ ŎƘŜŎƪōƻȄƛƴƎ ά{ŀǾŜ ǘƻ !ŘŘǊŜǎǎ .ƻƻƪέ ŎƘŜŎƪōƻȄΦ  

 

 

(  i ς ii ) 

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

access your Address Book. 

 
c) Search for your desired recipient address and click Use This Address. The selected address 

should then automatically populate within the Recipient Detail fields.  

 

(  b  ) 
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5) Select Hazardous Materials Type (If Applicable) 
a) {ŜƭŜŎǘ Ψ¸ŜǎΩ 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, 

ŀƴŘ ƳƻǊŜ όŎƭƛŎƪ ƻƴ ΨƳƻǊŜ ŜȄŀƳǇƭŜǎΩ ŦƻǊ ŘŜǘŀƛƭŜŘ ƭƛǎǘύΦ 

b) SŜƭŜŎǘ ΨNoέ ƛŦ ȅƻǳǊ mailpiece does not contain any hazardous or dangerous materials.  

c) IŦ Ψ¸Ŝǎέ ƛǎ ǎŜƭŜŎǘŜŘΣ ǎŜƭŜŎǘ ŀ category type for the hazardous or dangerous material.  

 

 

 

 

 

 

 

( a / b ) 

( c ) 
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6) 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. LŦ ȅƻǳ ǎŜƭŜŎǘ ά/ƘƻƻǎŜ ȅƻǳǊ ƻǿƴ ōƻȄΣέ please enter the mailpiece weight, 

dimensions (if shipping a mailpiece ƎǊŜŀǘŜǊ ǘƘŀƴ мнέ ƭƻƴƎύ, and girth (if 

applicable). 

 

 

 

 

 

( a ) 

( b ) 

( i) 
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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.  

 

 

 

 

 

 

 

 

 

 

 

 

( c ) 

( i ) 
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7) Select the Mailpiece Type (Two Options) 
a) Option 1: For USPS Connect® Local Service Types ς 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, as the Shipper ς ȅƻǳ ǿƛƭƭ ƴƻǘ ōŜ ŀōƭŜ ǘƻ ǎŜŜ ǘƘŜ tŀȅŜǊΩǎ ǊŀǘŜǎ ŀƴŘ ǇǊƛŎŜǎ 

when creating label(s) for them. 

 

 

  

 

( a ) 
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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.  

 

( b ) 

( i ) 



91 
 

c) Option 2: For all other Service Types ς 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, as the Shipper ς ȅƻǳ ǿƛƭƭ ƴƻǘ ōŜ ŀōƭŜ ǘƻ ǎŜŜ ǘƘŜ tŀȅŜǊΩǎ ǊŀǘŜǎ ŀƴŘ ǇǊƛŎŜǎ 

when creating label(s) for them. 

 

( c ) 

( i ) 
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8) Enter Content Details (Optional) 
The Content Details section is only required for mailpieceΩs that require a Customs Form.  

a) Enter the item description.  

b) Enter the Item weight (lbs.) - ƛŦ ƴƻǘ ŀǇǇƭƛŎŀōƭŜΣ ŜƴǘŜǊ ΨлΩ. 

c) Enter the item weight (oz) - ƛŦ ƴƻǘ ŀǇǇƭƛŎŀōƭŜΣ ŜƴǘŜǊ ΨлΩ. 

d) Enter the item value. 

e) Enter the quantity of the item. 

f) Add another item. 

g) Enter the mailpiece value.  

 

 

 

 

 

 

( a ) ( b ) ( c ) 

( d ) 

( e ) 

( g ) 

( f ) 
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9) Select Extra Services 

a) If you are interested in adding extra services to your mailpiece, please select one of the 

available Insurance options and Signature Services options. 

i. Note, as the Shipper ς ȅƻǳ ǿƛƭƭ ƴƻǘ ōŜ ŀōƭŜ ǘƻ ǎŜŜ ǘƘŜ tŀȅŜǊΩǎ ǊŀǘŜǎ ŀƴŘ ǇǊƛŎŜǎ 

when creating label(s) for them. 
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10) Review Label Summary 
a) Refer to the Label Summary to get a brief summary of your label order. The Label 

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

i. Note, as the Shipper ς ȅƻǳ ǿƛƭƭ ƴƻǘ ōŜ ŀōƭŜ ǘƻ ǎŜŜ ǘƘŜ tŀȅŜǊΩǎ ǊŀǘŜǎ ŀƴŘ ǇǊƛŎŜǎ 

when creating label(s) for them.  

 

11) Add Label to Cart or Save Label  
a) If all 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. 

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 

i.  Note, you can save at any time if Recipient Details are provided. Saving will 

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

purchasing it. 

 ( a ) ( b ) 
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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.

 
b) Option 2: Click New Batch from the Label Manager Page. 
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2) Verify your Sender Details 
The Sender Details section is pre-populated by default based on the address associated with 

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

the top of the landing page. 

a) 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 Codeϰ than the ZIP Codeϰ indicated in your 

Return Address, please enter the correct shipping from ZIP Codeϰ ƛƴ ǘƘŜ Ψ{ƘƛǇ ŦǊƻƳ ŀ 

different ZIP Codeϰ field. (e.g.: I am shipping items out of a warehouse in Washington, 

DC, but items should be returned to my location in New York. I would indicate I am 

shipping from Washington DC)  

 

 

( b ) 

( a ) 
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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.  

 

 

 

 

 

 

 

 

 

 

( a - b ) 

( c ) 
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4) Adding Recipients 
a) Option 1: Add Recipients to a batch via File Upload by selecting Add from File Upload. 

 
b) Option 2: Add recipients to a batch via Label Manager by clicking on the dropdown and 

selecting Add to Batch.  
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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 

ȅƻǳ Ƴŀȅ ŎƭƛŎƪ ƻƴ ǘƘŜ άEdit Service and Mailpieceέ ōǳǘǘƻƴ in the recipientΩǎ ƭŀōŜƭ Ǌƻǿ. A pop-

up will appear where you can select the Service and Mailpiece type for a single recipient. 

b) ά9Řƛǘ !ƭƭέ aŜǘƘƻŘΥ If all recipients have the same Service and Mailpiece details, you may 

ǎŜƭŜŎǘ ǘƘŜ ά9Řƛǘέ ōǳǘǘƻƴ ƭƻŎŀǘŜŘ ōŜƴŜŀǘƘ ǘƘŜ ά{ŜǊǾƛŎŜ ŀƴŘ Mailpieceέ ǘƛǘƭŜΦ ! ǇƻǇ-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 ŘŜǘŀƛƭǎΣ ȅƻǳ Ƴŀȅ ŎƘŜŎƪōƻȄ ǘƘŜƛǊ ƴŀƳŜǎ ƻƴ ǘƘŜ ƭŜŦǘΣ ŎƭƛŎƪ ǘƘŜ ά!Ŏǘƛƻƴέ dropdown 

ōǳǘǘƻƴΣ ŀƴŘ ǎŜƭŜŎǘ ǘƘŜ άEditέ ƻǇǘƛƻƴ ƛƴ ǘƘŜ drop-down menu. A pop-up will appear where 

you can select the Service and Mailpiece type for the sub-group of recipients.  

 

 

 

 

( b ) 

( a ) 

( c ) 

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
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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 

ǊŜŎƛǇƛŜƴǘ ȅƻǳ Ƴŀȅ ŎƭƛŎƪ ƻƴ ǘƘŜ ά!ŘŘ Mailpiece 5Ŝǘŀƛƭǎέ ōǳǘǘƻƴ ƛƴ ǘƘŜ ǊŜŎƛǇƛŜƴǘΩǎ ƭŀōŜƭ ǊƻǿΦ A 

pop-up will appear where you can enter the Mailpiece details for a single recipient. 

b) ά9Řƛǘ !ƭƭέ aŜǘƘƻŘΥ If all recipients have the same Mailpiece details, you may select the 

ά9Řƛǘέ ōǳǘǘƻƴ ƭƻŎŀǘŜŘ ōŜƴŜŀǘƘ ǘƘŜ άMailpiece 5Ŝǘŀƛƭǎέ ǘƛǘƭŜΦ ! ǇƻǇ-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, 

ȅƻǳ Ƴŀȅ ŎƘŜŎƪōƻȄ ǘƘŜƛǊ ƴŀƳŜǎ ƻƴ ǘƘŜ ƭŜŦǘΣ ŎƭƛŎƪ ǘƘŜ ά!Ŏǘƛƻƴέ dropdown button, and select 

ǘƘŜ άEditέ ƻǇǘƛƻƴ ƛƴ ǘƘŜ drop-down menu. A pop-up will appear where you can enter the 

Mailpiece details for the sub-group of recipients.  

 

 
 

 

 

( a ) 

( b ) 

( c ) 



101 
 

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 aŀƛƭǇƛŜŎŜΩǎ. 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 άEdit 9ȄǘǊŀ {ŜǊǾƛŎŜǎέ ōǳǘǘƻƴ ƛƴ ǘƘŜ ǊŜŎƛǇƛŜƴǘΩǎ ƭŀōŜƭ ǊƻǿΦ ! ǇƻǇ-up 

will appear where you can select the desired Extra Services for a single recipient. 

b) ά9Řƛǘ !ƭƭέ aŜǘƘƻŘΥ If your batch of labels all have the same Service and Mailpiece type and 

ŀƭƭ ǊŜŎƛǇƛŜƴǘǎ ǊŜǉǳƛǊŜ ǘƘŜ ǎŀƳŜ 9ȄǘǊŀ {ŜǊǾƛŎŜǎΣ ȅƻǳ Ƴŀȅ ǎŜƭŜŎǘ ǘƘŜ ά9Řƛǘέ ōǳǘǘƻƴ ƭƻŎŀǘŜŘ 

ōŜƴŜŀǘƘ ǘƘŜ ά9ȄǘǊŀ {ŜǊǾƛŎŜǎέ ǘƛǘƭŜΦ  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 

ά!Ŏǘƛƻƴέ dropdown button, ŀƴŘ ǎŜƭŜŎǘ ǘƘŜ άEditέ ƻǇǘƛƻƴ ƛƴ ǘƘŜ drop-down menu. A pop-up 

will appear where you can select the desired Extra Services for the sub-group of recipients. 

 

 

( a ) 

( b ) 

( c ) 
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8) Add Labels to Cart 

Review all the recipient details, and if everything is correct begin adding labels to your cart for 

checkout. 

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

to add labels to the cart.  

 

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

ǊŜŎƛǇƛŜƴǘΩǎ row.  

b) ά!ŘŘ !ƭƭέ aŜǘƘƻŘΥ Add all labels to cart by selecting Add All Complete to Cart. 

 

 

 

 

 

 

 
 

( a ) 

( b ) 
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How to Import Labels via File Upload 

Import multiple labels via the File Upload method outlined below.  

 

CNSv2JobAid_FileUpl

oad.xlsx
 

Download here 

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

 

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

 
 

 

 

 

https://www.usps.com/c360/images/sending_mail/enhanced_cns/CNSv2JobAid_FileUpload.xlsx
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b) Option 2: Select File Upload located on the Label Manager page.  
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2) Select File Type  
a) To upload your own personal file, select I have my own file to upload (this includes the 

downloadable template provided). 

i. Note, it is recommended to utilize the CSV template that is provided within this 

section. To download a copy of the CSV template, refer to the instructional 

column on the right hand side and select Download CSV Template. To download  

step by step instructions on how to fill out the template, select Download 

Instructions.   

 

 

 

 

 

 

 

 

 

 

 

( a ) 

( i ς ii ) 
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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.  

 

 

 

 

 

 

 

 

 

 

 

 

 

( b ) 

( a ) 
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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.  

 

 

 

 

 

 

( a / b ) 

( c ) 



108 
 

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 ŦƛƭŜΩǎ ŎƻƭǳƳƴ ƘŜŀŘŜǊǎ 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. 

 

 

 

 

 

 

 

 

 

( a ) 

( b ) 
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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) If all information is correct and you would like to proceed, select Confirm Mapping & Import 

Labels. 

 

 

 

 

 

 

 

 

 

( c ) 

( d ) 
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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.  

 

 

 

 

 

 

 

 

 

 

( a ) 

( b ) ( c ) 
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d) If the label import was unsuccessful, you will see a yellow box with a total number of labels 

that were not imported successfully.  

e) In this case, review the file, ensure that the file meets the upload requirements, and 

reupload the file until the file is successfully imported.  

 

 

 

 

 

( d ) 

( e ) 
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7) Select Service and Mailpiece Details 
You must select a Service and Mailpiece type for each uploaded label.  

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

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

a) Individual Recipient Method: If you would like Service and Mailpiece details specific to each 

ǊŜŎƛǇƛŜƴǘ ȅƻǳ Ƴŀȅ ŎƭƛŎƪ ƻƴ ǘƘŜ ά9Řƛǘ {ŜǊǾƛŎŜ ŀƴŘ Mailpieceέ ōǳǘǘƻƴ ƛƴ ǘƘŜ ǊŜŎƛǇƛŜƴǘΩǎ ƭŀōŜƭ 

row. A pop-up will appear where you can select the service and Mailpiece type for a single 

recipient. 

b) ά9Řƛǘ !ƭƭέ aŜǘƘƻŘΥ If all recipients have the same Services and Mailpiece details, you may 

ǎŜƭŜŎǘ ǘƘŜ ά9Řƛǘέ ōǳǘǘƻƴ ƭƻŎŀǘŜŘ ōŜƴŜŀǘƘ ǘƘŜ ά{ŜǊǾƛŎŜ ŀƴŘ Mailpieceέ ǘƛǘƭŜΦ ! ǇƻǇ-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 ŘŜǘŀƛƭǎΣ ȅƻǳ Ƴŀȅ ŎƘŜŎƪōƻȄ ǘƘŜƛǊ ƴŀƳŜǎ ƻƴ ǘƘŜ ƭŜŦǘΣ ŎƭƛŎƪ ǘƘŜ ά!Ŏǘƛƻƴέ ŘǊƻǇŘƻǿƴ 

ōǳǘǘƻƴΣ ŀƴŘ ǎŜƭŜŎǘ ǘƘŜ ά9Řƛǘέ ƻǇǘƛƻƴ ƛƴ ǘƘŜ ŘǊƻǇ-down menu. A pop-up will appear where 

you can select the Service and Mailpiece type for the sub-group of recipients.  

 

 

 

 

 

( b ) 
( c ) 

( a ) 
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8) Edit Mailpiece Details 
The Content Details section is only required for aŀƛƭǇƛŜŎŜΩǎ 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 

ǊŜŎƛǇƛŜƴǘ ȅƻǳ Ƴŀȅ ŎƭƛŎƪ ƻƴ ǘƘŜ ά!ŘŘ Mailpiece 5Ŝǘŀƛƭǎέ ōǳǘǘƻƴ ƛƴ ǘƘŜ ǊŜŎƛǇƛŜƴǘΩǎ ƭŀōŜƭ ǊƻǿΦ ! 

pop-up will appear where you can enter the Mailpiece details for a single recipient. 

b) ά9Řƛǘ !ƭƭέ aŜǘƘƻŘΥ If all recipients have the same Mailpiece details, you may select the 

ά9Řƛǘέ ōǳǘǘƻƴ ƭƻŎŀǘŜŘ ōŜƴŜŀǘƘ ǘƘŜ άMailpiece 5Ŝǘŀƛƭǎέ ǘƛǘƭŜΦ ! ǇƻǇ-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, 

ȅƻǳ Ƴŀȅ ŎƘŜŎƪōƻȄ ǘƘŜƛǊ ƴŀƳŜǎ ƻƴ ǘƘŜ ƭŜŦǘΣ ŎƭƛŎƪ ǘƘŜ ά!Ŏǘƛƻƴέ ŘǊƻǇŘƻǿƴ ōǳǘǘƻƴΣ ŀƴŘ ǎŜƭŜŎǘ 

ǘƘŜ ά9Řƛǘέ ƻǇǘƛƻƴ ƛƴ ǘƘŜ ŘǊƻǇ-down menu. A pop-up will appear where you can enter the 

Mailpiece details for the sub-group of recipients.  

 

 
 

 

( b ) 

( a ) 

(c ) 
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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 aŀƛƭǇƛŜŎŜΩǎ. 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 

ǊŜŎƛǇƛŜƴǘ ȅƻǳ Ƴŀȅ ŎƭƛŎƪ ǘƘŜ ά9Řƛǘ 9ȄǘǊŀ {ŜǊǾƛŎŜǎέ ōǳǘǘƻƴ ƛƴ ǘƘŜ ǊŜŎƛǇƛŜƴǘΩǎ ƭŀōŜƭ ǊƻǿΦ ! ǇƻǇ-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. 

b) ά9Řƛǘ !ƭƭέ aŜǘƘƻŘΥ If your batch of labels all have the same Service and Mailpiece type and 

ŀƭƭ ǊŜŎƛǇƛŜƴǘǎ ǊŜǉǳƛǊŜ ǘƘŜ ǎŀƳŜ 9ȄǘǊŀ {ŜǊǾƛŎŜǎΣ ȅƻǳ Ƴŀȅ ǎŜƭŜŎǘ ǘƘŜ ά9Řƛǘέ ōǳǘǘƻƴ ƭƻŎŀǘŜŘ 

ōŜƴŜŀǘƘ ǘƘŜ ά9ȄǘǊŀ {ŜǊǾƛŎŜǎέ ǘƛǘƭŜΦ ! ǇƻǇ-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 

ά!Ŏǘƛƻƴέ ŘǊƻǇŘƻǿƴ ōǳǘǘƻƴΣ ŀƴŘ ǎŜƭŜŎǘ ǘƘŜ ά9Řƛǘέ ƻǇǘƛƻƴ ƛƴ ǘƘŜ ŘǊƻǇ-down menu. A pop-up 

will appear where you can select the desired Extra Services for the sub-group of recipients. 

 

 

 

 

 

 

( b ) 

( a ) 

( c ) 
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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 

ǊŜŎƛǇƛŜƴǘΩǎ 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.  

 
 

 

 

 

 

( a ) 

( c ) 

( b) 
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How to Import Labels from an Online Marketplace 

Import order exports from marketplaces such as Etsy, Shopify, BigCommerce, Rithum and directly upload 

them to Enhanced Click-N-Ship® to create labels based off your orders via the File Upload method 

outlined below.  

1) Begin File Upload Process 

a) Download your order export from the online marketplace to your computer. 

b) Option 1: Select Import Labels located on the landing page.  

 

c) Option 2: Click on File Upload from Label Manager page.  
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2) Select Online Marketplace File 
a) Select I 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. To download  step by 

step instructions on how to fill out the template, select Download Instructions.   

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

section.  

 

 

 

 

(a ) 

( i ) 

( ii ) 



118 
 

3) Select an Online Marketplace and Upload File 

a) Click on the dropdown and select the online marketplace that you are exporting your file 

from and then click on Select CSV file to select and upload your file. 
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b) If your file uploads successfully, you will see a green box verifying its successful upload. 

c) Select Import Labels to proceed to the next steps.  

 

 

 

 

 

 

 

( d ) 

( e ) 
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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.  

a) 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.  

 

 

 

 

 

 

( a / b ) 

( c ) 

( i ) 
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5) 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.  

 

 

 

 

 

 

 

 

 

 

( a ) 

( b ) ( c ) 
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d) If the label import was unsuccessful, you will see a yellow box with a total number of labels 

that were not imported successfully.  

e) In this case, review the file, ensure that the file meets the upload requirements, and 

reupload the file until the file is successfully imported.  

 

 

 

 

 

( d ) 

( e ) 
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6) Select Service and Mailpiece Details 
You must select a Service and Mailpiece type for each uploaded label.  

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

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

a) Individual Recipient Method: If you would like Service and Mailpiece details specific to each 

ǊŜŎƛǇƛŜƴǘ ȅƻǳ Ƴŀȅ ŎƭƛŎƪ ƻƴ ǘƘŜ ά9Řƛǘ {ŜǊǾƛŎŜ ŀƴŘ Mailpieceέ ōǳǘǘƻƴ ƛƴ ǘƘŜ ǊŜŎƛǇƛŜƴǘΩǎ ƭŀōŜƭ 

row. A pop-up will appear where you can select the service and Mailpiece type for a single 

recipient. 

b) ά9Řƛǘ !ƭƭέ aŜǘƘƻŘΥ If all recipients have the same Services and Mailpiece details, you may 

ǎŜƭŜŎǘ ǘƘŜ ά9Řƛǘέ ōǳǘǘƻƴ ƭƻŎŀǘŜŘ ōŜƴŜŀǘƘ ǘƘŜ ά{ŜǊǾƛŎŜ ŀƴŘ Mailpieceέ ǘƛǘƭŜΦ ! ǇƻǇ-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 ŘŜǘŀƛƭǎΣ ȅƻǳ Ƴŀȅ ŎƘŜŎƪōƻȄ ǘƘŜƛǊ ƴŀƳŜǎ ƻƴ ǘƘŜ ƭŜŦǘΣ ŎƭƛŎƪ ǘƘŜ ά!Ŏǘƛƻƴέ ŘǊƻǇŘƻǿƴ 

ōǳǘǘƻƴΣ ŀƴŘ ǎŜƭŜŎǘ ǘƘŜ ά9Řƛǘέ ƻǇǘƛƻƴ ƛƴ ǘƘŜ ŘǊƻǇ-down menu. A pop-up will appear where 

you can select the Service and Mailpiece type for the sub-group of recipients.  

 

 

 

 

 

( b ) 
( c ) 

( a ) 
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7) Edit Mailpiece Details 
The Content Details section is only required for aŀƛƭǇƛŜŎŜΩǎ 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 

ǊŜŎƛǇƛŜƴǘ ȅƻǳ Ƴŀȅ ŎƭƛŎƪ ƻƴ ǘƘŜ ά!ŘŘ Mailpiece 5Ŝǘŀƛƭǎέ ōǳǘǘƻƴ ƛƴ ǘƘŜ ǊŜŎƛǇƛŜƴǘΩǎ ƭŀōŜƭ ǊƻǿΦ ! 

pop-up will appear where you can enter the Mailpiece details for a single recipient. 

b) ά9Řƛǘ !ƭƭέ aŜǘƘƻŘΥ If all recipients have the same Mailpiece details, you may select the 

ά9Řƛǘέ ōǳǘǘƻƴ ƭƻŎŀǘŜŘ ōŜƴŜŀǘƘ ǘƘŜ άMailpiece 5Ŝǘŀƛƭǎέ ǘƛǘƭŜΦ ! ǇƻǇ-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, 

ȅƻǳ Ƴŀȅ ŎƘŜŎƪōƻȄ ǘƘŜƛǊ ƴŀƳŜǎ ƻƴ ǘƘŜ ƭŜŦǘΣ ŎƭƛŎƪ ǘƘŜ ά!Ŏǘƛƻƴέ ŘǊƻǇŘƻǿƴ ōǳǘǘƻƴΣ ŀƴŘ ǎŜƭŜŎǘ 

ǘƘŜ ά9Řƛǘέ ƻǇǘƛƻƴ ƛƴ ǘƘŜ ŘǊƻǇ-down menu. A pop-up will appear where you can enter the 

Mailpiece details for the sub-group of recipients.  

 

 
 

 

( b ) 

( a ) 

(c ) 
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8) 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 aŀƛƭǇƛŜŎŜΩǎ. 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 

ǊŜŎƛǇƛŜƴǘ ȅƻǳ Ƴŀȅ ŎƭƛŎƪ ǘƘŜ ά9Řƛǘ 9ȄǘǊŀ {ŜǊǾƛŎŜǎέ ōǳǘǘƻƴ ƛƴ ǘƘŜ ǊŜŎƛǇƛŜƴǘΩǎ ƭŀōŜƭ ǊƻǿΦ ! ǇƻǇ-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. 

b) ά9Řƛǘ !ƭƭέ aŜǘƘƻŘΥ If your batch of labels all have the same Service and Mailpiece type and 

ŀƭƭ ǊŜŎƛǇƛŜƴǘǎ ǊŜǉǳƛǊŜ ǘƘŜ ǎŀƳŜ 9ȄǘǊŀ {ŜǊǾƛŎŜǎΣ ȅƻǳ Ƴŀȅ ǎŜƭŜŎǘ ǘƘŜ ά9Řƛǘέ ōǳǘǘƻƴ ƭƻŎŀǘŜŘ 

ōŜƴŜŀǘƘ ǘƘŜ ά9ȄǘǊŀ {ŜǊǾƛŎŜǎέ ǘƛǘƭŜΦ ! ǇƻǇ-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 

ά!Ŏǘƛƻƴέ ŘǊƻǇŘƻǿƴ ōǳǘǘƻƴΣ ŀƴŘ ǎŜƭŜŎǘ ǘƘŜ ά9Řƛǘέ ƻǇǘƛƻƴ ƛƴ ǘƘŜ ŘǊƻǇ-down menu. A pop-up 

will appear where you can select the desired Extra Services for the sub-group of recipients. 

 

 

 

 

 

 

( b ) 

( a ) 

( c ) 
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9) Add Labels to Cart 

Review all the recipient details, and if everything is correct begin adding labels to your cart for      

checkout. 

There are multiple ways to add labels to the cart. 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 

ǊŜŎƛǇƛŜƴǘΩǎ 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.  

 
 

 

 
 

 

( a ) 

( c ) 

( b) 
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How to Create Labels from the Address Book 

Create multiple labels using your Address Book following the steps below. 

 

1) Begin Address Book Label Creation Process 

a) Option 1: Select Start from Address Book located on the landing page. 

 

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

 

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.  
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3) Select / Edit Service and Mailpiece Details 

Refer to page 23 of the Enhanced Click-N-Ship® User Guide to follow the steps required to select 

your Service and Mailpiece details. 

 

4) Select / Edit Extra Services 

Refer to page 32 of the Enhanced Click-N-Ship® User Guide to follow the steps required to select 

your extra services. 

 

5) Adding Labels to Cart 

Refer to page 33 of the Enhanced Click-N-Ship® User Guide to follow the steps required to add labels 

to your cart. 
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9ƴƘŀƴŎŜŘ /ƭƛŎƪπbπ{ƘƛǇϯ  

wŜǘǳǊƴ [ŀōŜƭόǎύ 

²ƛǘƘƛƴ ǘƘŜ ŦƻƭƭƻǿƛƴƎ ǎŜŎǘƛƻƴΣ ȅƻǳΩƭƭ ǊŜŎŜƛǾŜ ǎǘŜǇ-by-step guidance on how to create, view, and manage 

your Return Label(s).  
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How to Create Return Labels 

Within this section you will understand how to Create Return Label(s) by following the steps below. 

 

1) Create Return Labels via the Single Label Flow Creation Process 

a) Option 1: Select Create a Single Label located on the landing page. 

 

b) Option 2: Select New Label located on the Label Manager page.  
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c) Refer to page 12 ς 16 of the Enhanced Click-N-Ship® User Guide to follow the steps 

required to create your labels via the Single-Label Flow. 

d) Once on the Ψ{tep 4: Select Extra ServicesΩ ǎŜŎǘƛƻƴ, select the Create a Return Label 

checkbox.  

i. bƻǘŜΣ ŀ ƴŜǿ ǎŜŎǘƛƻƴΣ ά{ǘŜǇ рΥ /ǊŜŀǘŜ ŀ wŜǘǳǊƴ [ŀōŜƭέ ǿƛƭƭ ŀǇǇŜŀǊ ŀŦǘŜǊ ŎƘŜŎƪ 

boxing.  
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e) Once on the ά{ǘŜǇ рΥ /ǊŜŀǘŜ wŜǘǳǊƴ [ŀōŜƭέ ǎŜŎǘƛƻƴΣ ǎŜƭŜŎǘ the desired Return Service 

type from drop-down menu. 

i. Note: All return packaging is Choose Your Own Box packaging. An estimated 

price will be displayed in the Return Package table; however, you will not be 

charged for the Return Label until it is scanned and used.  
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2) Create Return Labels via the Label Manager 

a) Select View Label Manager located on the landing page. 

 

b) Once on the Label Manager, select the checkbox of the desired Outbound Labels from 

the Label Manager.  

c) Click the Actions dropdown button and select Create a Return Label.  
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d) Once on the Create Return Label modal, select the desired Return Service type from 

drop-down menu.  

i. Please note, that all return packaging is Choose Your Own Box packaging.  

 
e) Select Create Return Label(s) to save your selection and add Return Labels to the 

selected Outbound Labels 
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How to View your Return Label(s) 

Within this section you will understand how to view your Return Label(s) by following the steps below. 

 

1) Viewing Return Labels via the Label Manager 

a) Select View Label Manager located on the landing page. 

 

b) If a Return Label has been added to an Outbound Label, the Return Label will be 

displayed within the Extra Services section of the Outbound Label. 
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2) Viewing Return Labels via the Label Cart 

a) Select Label Cart located on the landing page. 

 
b) Within the Label Cart, there will be a Return Label indicator for each Outbound Label with a 

Return Label.  
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3) Viewing Return Labels via the Payment Confirmation Page 

a) Once on the Payment Confirmation page, you can print your Return Labels which will 

be printed out with their associated Outbound Label. 

i. You will also be able to view Return Label information such as the Return Label 

service type and tracking number in the payment confirmation Label Table 

beneath its associated Outbound Label.  

 

 

 

 

 

 

( a ) 

( i ) 
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4) Viewing Return Labels via the Shipping History 

a) Select Shipping History located on the landing page.  

 

b) Within the Shipping History, you can view your purchased Return Labels which are 

listed as their own line items. 

i. Note, you will be able to view the Return Label details such as the shipping 

address, service type, label number, label use status (e. g. Pending Use).  
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How to Pay for Scanned Return Labels (Postage Dues) 

Within this section you will understand how to pay for your scanned Return Label(s) that are listed as a 

Postage Due by following the steps below. 

 

1) Paying for Scanned Return Labels via the Homepage 

a) If a Return Label is scanned and used, you will be charged for the Return Label via a 

Postage Due which will appear on the Enhanced Click-N-Ship® Landing Page.  

b) To view more details of the Postage Due, select View Details. To pay for the Postage 

Due, select Pay Now.  

 

b) If you selected View Details, you could view which Return Labels were scanned and 

view the postage cost for the Return Label(s). 
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2) Paying for Scanned Return Labels via the Label Cart 

a) Select the Label Cart located on the landing page.  

 

b) If a Return Label is scanned and used, you will be charged for the Return Label via a 

Postage Due which will appear on the Enhanced Click-N-Ship® Label Cart.  
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c) From the Label Cart, you can either pay for the Postage Dues only or pay for Postage 

Dues and labels in the cart.  

d) To pay for postage dues only, select Pay Postage Dues Only.  

e) To pay for postage dues and labels in the cart, scroll to the bottom of the Label Cart and 

select Proceed to Payment where you will input payment information as normal.  
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9ƴƘŀƴŎŜŘ /ƭƛŎƪπbπ{ƘƛǇϯ 

[ŀōŜƭ aŀƴŀƎŜǊ  

²ƛǘƘƛƴ ǘƘŜ ŦƻƭƭƻǿƛƴƎ ǎŜŎǘƛƻƴΣ ȅƻǳΩƭƭ ǊŜŎŜƛǾŜ ǎǘŜǇ-by-step guidance on how to edit, organize, and store 

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

 

b) Option 2: Click on Label Manager tab in the navigation menu. 
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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.  

 

 

 

 

 

 

 

 

 

 

 

 

 

( a ) ( b ) 
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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 ƛƴ ǘƘŜ ƭŀōŜƭ ƳŜƴǳ ŀƴŘ ǎŜƭŜŎǘƛƴƎ ŀ ŦƛƭǘŜǊŜŘ ǾƛŜǿ ƻŦ ά!ƭƭ [ŀōŜƭǎΣέ  

ά/ƻƳǇƭŜǘŜΣέ άLƴŎƻƳǇƭŜǘŜΣέ ƻǊ άCƭŀƎƎŜŘΦέ  

 

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-

Řƻǿƴ ƴŜȄǘ ǘƻ ǘƘŜ άbŜǿ [ŀōŜƭέ button. 
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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 

ŘǊƻǇŘƻǿƴ ƳŜƴǳ ƴŜȄǘ ǘƻ ǘƘŜ ά!ŘŘ ǘƻ /ŀǊǘέ ōǳǘǘƻƴ ŀƴŘ ǎŜƭŜŎǘ Edit. 

 

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). 
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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 

ŘǊƻǇŘƻǿƴ ƳŜƴǳ ƴŜȄǘ ǘƻ ǘƘŜ ά!ŘŘ ǘƻ /ŀǊǘέ  button and select Duplicate. 

 

ii. Bulk Method: Check the box of the desired label(s) and click on the Actions 

button located near the top and select Duplicate. 
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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 

ŘǊƻǇŘƻǿƴ ƳŜƴǳ ƴŜȄǘ ǘƻ ǘƘŜ ά!ŘŘ ǘƻ /ŀǊǘέ ōǳǘǘƻƴ ŀƴŘ ǎŜƭŜŎǘ Delete. 

 

ii. Bulk Method: /ƘŜŎƪ ǘƘŜ ōƻȄ ƻŦ ǘƘŜ ŘŜǎƛǊŜŘ ƭŀōŜƭόǎύ ŀƴŘ ŎƭƛŎƪ ƻƴ ǘƘŜ ά!Ŏǘƛƻƴǎέ 

button located near the top and select Delete.  
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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 ά{ƘƛǇ 5ŀǘŜέ ƻŦ ǘƘŜ 

desired label or check the box of the desired label(s) and click on the dropdown 

ƳŜƴǳ ƴŜȄǘ ǘƻ ǘƘŜ ά!ŘŘ ǘƻ /ŀǊǘέ ōǳǘǘƻƴ ŀƴŘ ǎŜƭŜŎǘ Flag as Priority. 

 

ii. Bulk Method: /ƘŜŎƪ ǘƘŜ ōƻȄ ƻŦ ǘƘŜ ŘŜǎƛǊŜŘ ƭŀōŜƭόǎύ ŀƴŘ ŎƭƛŎƪ ƻƴ ǘƘŜ ά!Ŏǘƛƻƴǎέ 

button located near the top and select Flag as Priority. 
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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. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

( ii ) 

( i ) 
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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 

ŘǊƻǇŘƻǿƴ ƳŜƴǳ ƴŜȄǘ ǘƻ ǘƘŜ ά!ŘŘ ǘƻ /ŀǊǘέ ōǳǘǘƻƴ ŀƴŘ ǎŜƭŜŎǘ Add to Batch. 

 

ii. Bulk Method: /ƘŜŎƪ ǘƘŜ ōƻȄ ƻŦ ǘƘŜ ŘŜǎƛǊŜŘ ƭŀōŜƭόǎύ ŀƴŘ ŎƭƛŎƪ ƻƴ ǘƘŜ ά!Ŏǘƛƻƴǎέ 

button located near the top and select Add to Batch. 
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i) Save Label as Favorite: You can save an individual label(s) as favorite by checking the 

ōƻȄ ƻŦ ǘƘŜ ŘŜǎƛǊŜŘ ƭŀōŜƭ ŎƭƛŎƪƛƴƎ ƻƴ ǘƘŜ ŘǊƻǇŘƻǿƴ ƳŜƴǳ ƴŜȄǘ ǘƻ ǘƘŜ ά!ŘŘ ǘƻ /ŀǊǘέ 

button and selecting Save As Favorite. 

 

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 ƻƴ ǘƘŜ ά!Ŏǘƛƻƴǎέ ōǳǘǘƻƴ 

located near the top, and selecting Create Return Label. 
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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 ƳŜƴǳ ŀƴŘ ǎŜƭŜŎǘƛƴƎ ŀ ŦƛƭǘŜǊŜŘ ǾƛŜǿ ƻŦ ά!ƭƭ BatchesΣέ 

ά/ƻƳǇƭŜǘŜΣέ or άLƴŎƻƳǇƭŜǘŜΦέ  

 

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-Řƻǿƴ ƴŜȄǘ ǘƻ ǘƘŜ άbŜǿ Batchέ ōǳǘǘƻƴΦ 

 


































































































































































