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Preferences Overview

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

This user guide will cover all of the functionalities and features available within the Enhanced Click-
N-Ship® Preferences and will serve as a step-by-step guide on how to use it.

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

Preferences

Within Preferences, you will be able to update your preferred settings when creating labels using
the Enhanced Click-N-Ship® application to maximize your user experience.

1) Navigate to Preferences

a)

Click on the Preferences tab located on the landing page.

Click-N-Ship® \of cant

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

Hi, Ted! What's in your Label Manager?
Welcome to the new Click-M-Ship Enhanced Shipping experience! Here you
can view your account information, start vour Click-N-Ship experience, 698 516
sccess previous labels, create new labels, manage vour address book, and ® Incomplate Labals ® Compilate |abals
mare!

86 15

® Incomplete Batches ® Complete Batches

View Label Manager

b)

By default, the preferences will be in a condensed view. To view more detailson a
specific preference section, select the toggle down arrow on the right hand side of the
preference.

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

Specify preferences to help streamline the label creation process. You may updats vour preferences at any time.

Sender Details -

Specify the return address on the label. Thia does not change the customer registered address. You can add multiple and set one for default.

Shipment Notifications # Edit ¢ Clear | w

Sign up for email/SMS3 text updates. Set preferences for sender and recipient contact for mailpiece journey updsates.

Mailpiece Options Va Edit ¢ Clear | =

Set the mailpisce option vou use the most a3 a default when you create lsbels.

Favorites -

Save favorite service and mailpiece types to create labels faster S—




How to Edit your Preferences

1) Sender Details Preferences
Specify a return address and alternate ZIP Code™ for your labels. This does not change your
customer registered address.

a) Selectthe toggle down arrow to expand the sender details preferences section.

Sender Details E

Specify the return address on the label. This doss not change the customer registered address. You can add multiple and set one for default.

Return Address

The return address is the sddress that will be printed on your shipping label. It is used for returns if the camrier cannot complete the delivery. The account
address iz the default return address to sppesr on labels until vou specify another default return address.

Clark Kent

318 DESIRE 5T -
NEW IBERIA, LA, 70550

Ship from Alternate ZIP Code™
Set an alternate ZIP Code™ to appear when you're shipping from a ZIP Code™ that's different from your return address. Specify ZIP Code™ of the location

vou are shipping from.

Set Alternate Shipping ZIP Code™

AP cods™

-

b) Select adefault return address by selecting an address from the Return Address

dropdown.
i To create a new sender address, select Create a New Sender Address.

Return Address

The return address is the address that will be printed on your shipping label. It is used for returns if the carrier cannot complete the delivery. The account
addreas is the default return address to appesr on labels until you specify another default return address.

Clark Kent

318 DESIRE ST M
NEW IEERIA, LA, TOSE0

JackiePRODsixteen Hoenisch (Chevy Cars)
1111 ARLINGTOMN BELVD APT 535
AR INGTON, VA, 22209

a ZIP Code™ that's different from your return address. Specify ZIP Code™ of the location

Create a new Sendar Address




ii. Once selected, a New Return Address popup modal will be displayed. Enter
the required sender details and select Save.

New Return Address

Search your Address Book Q ‘

“Sender Information

Please provide first and last name and/or company.

First Nams KAl Last MNams
Company

Phaons (optonsl) Emall {optionsl)
Sender Address

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

“Sirest Aodress ADtSuits

“City “State “ZP Coda™

[0 save to Address Book
B Set as Default Retum Address




c) Manually enter an alternate ZIP Code™ if shipping from a ZIP Code™ that is different
from your return address.
d) Once finished, click on Save to save your updated preferences selections.

Sender Details -

Specify the return address on the label. This doss not change the customer registered address. You can add multiple and set one for default.

Return Address

The return address is the sddress that will be printed on your shipping label. It is used for returns if the camrier cannot complete the delivery. The account
address iz the default return address to sppesr on labels until vou specify another default return address.

Clark Kent

318 DESIRE 5T h
NEW IBERIA, LA, 70550

Ship from Alternate ZIP Code™

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

Set Alternate Shipping ZIP Code™

2P Cods

() (d)

2) Shipment Notifications Preferences
Sign up for email / SMS updates. Set preferences for sender and recipients in regard to
Package journey updates.

a) Select the toggle down arrow to expand the shipment notifications preferences
section.
b) Select Edit on the top right of the section and an expanded form will appear.

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

Sender Details A

Specify the return address on the label. This does not change the customer registered address. You can add multiple and set one for default.

Shipment Notifications g Edit 3¢ Clear

Sign up for email’'SMS text updates. Set preferences for sender and recipisnt contact for mailpiece journsy updsates.




c) For Sender Tracking notifications — refer to the My Shipment Notifications section and
enter your Email and Phone Number.

i.  Then select the | would like to get tracking and confirmation notifications via
email and / or text message checkbox.

ii. Lastly, select the checkbox for the types of updates that you would like to receive
via email and / or text.

d) For Set Recipient Tracking notifications — refer to the Recipient Shipment
Notifications section and select the types of updates that you would like for the
recipient to receive.

e) 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
Ermzll Select updates sent to recipient.
clark kent@usps.gowv ] Email Text
(c)
Pnons for SHS Text ‘.1ESSEEBS n D All Below Up‘dﬂt@s
(603) 555-1234 [#] Expected Dalivery
] O Day Of Dalivery (d)
(i) = | would like to gat tracking and confirmation notifications via email and/or text
ressage = O Package Dalivary
Send me notifications for ] O Pickup Availability
Email - Text B O Delivery Exception
O O All Below Updatss )
B O Package In Transit
O Expectad Delivary
O O Day Of Delivary
O O Package Delivery
(ii)
O O Pickup Availability
O O Dalivary Exception
O O Package In Transit
Privacy Act Statement:

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




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

a) Select the toggle down arrow to expand the Package options preferences section.
b) Select Edit on the top right of the section and an expanded form will appear.

m
2

Mailpiece Options Vs

X Clear -

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

Preferred mailpiece type is not specified

c) Select a Package Type —either USPS® Flat Rate Packaging or Choose your own box. If
you select “Choose your own box” please enter Package weight, dimensions (if
applicable), and girth (if applicable)

d) Click Save to save any changes and set your Package 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

( c ) © USPS® Flat Rate Packaging
O Choose your own box

@ T




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

a) Select the toggle down arrow to expand the favorites preferences section.
b) Click Add Favorite within the Favorites section and 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

c) Name your Package, select a Service Type, Package Type, and enter a Package
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.

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

X
Add Favorite

Save favorite packaging options to create new labels more quickly.

*Name of Favorite

| |

*Service Type

Select a service type v ]

*Mailpiece Type

*Mailpiece Value

Enter a value up to and including $5,000.00
{ $ 0

(d) “ l Cancel ]

(c)

10



5) USPS Connect® Preferences
Set how far you are willing to travel to drop off USPS Connect® Package by setting your

radius and location type map preferences.

a) Selectthe toggle down arrow to expand the USPS Connect® preferences section.
b) Select Edit on the top right of the section and an expanded form will appear.

» Clear -

USPS Connect 2 Edit

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
| USPS Connect® Local A

USPS Locations

_ Ontario

]

Mobraska

" Derver| UNITED

Nevada

i -]
~ Colorado

Kansas .
~— Missouri

o Klah 5
ahoma .
/ " L Arkansas

New Mexico LS

11



c) Selectthe USPS Connect® Radius Preference dropdown and selecting a radius from
the options listed.

USPS Connect

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

USPS Connect Radius Preference

Filter Map View by Location Type
Select Radius

1 Mile

& Miles
10 Miles
20 Miles
30 Miles
50 Miles
100 Miles

USPS Connect Local

¥eqpasy

d) To Filter the Map View by Location Type (USPS Connect® Local or USPS Connect®

Regional), select the Filter Map View by Location Type dropdown and select your
option.

12



USPS Connect

Set how far you sre willing to travel to drop off USPS Connect® Mailpiecas.

USPS Connect Radius Preference Filter Map View by Location Type

lsdgiﬁﬂis v

K ¢ monana

Wycming

Habraska
| !
Nevada

|

klahoma "
"L Arkansas

7 California

Arizona Mew Mazico 1_\
’ :
. .

bR 2

£

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

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

Select Radius vllUSPEDOI’I’Iec[LBcaI ~

e

5l

\ — 1
e | orth Dakots |
 orsana \ |

|d.‘:n\n~—l\

Wyeming

Nabraska

| few
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"L arkansas
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7) 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) Selectthe toggle down arrow to expand the CNS Business Rate Card preferences
section.
b) Select Sign Up to enrollinto the Business Rate Card program.

Click-N-Ship Business Rate Card -

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

Business Rate Gard Status

Mot Enrolled. Sign up today to access even lower business prices. After you review and accept the terms, you’'ll have immediate access to lower business prices. You can opt out at
any time

c) Agree tothe Business Rate Card Terms and Conditions by selecting the terms and
conditions checkbox and selecting sign up. No further action is required after
enrolling.

Get Discounted Rates with GIick-N-Ship'E Business Rate Card

With Business Rate Gard (BRC), 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.

| have read, understand and agree to the terms and conditions.

14



d) Once enrolled, you can select to opt-out of the Click-N-Ship® Business Rate Card by
selecting the Business Rate Card Status checkbox.
e) 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 Busineas Rate Card. With thiz agreement, vou're eligible for even lower business prices and other benefits.

Business Rate Card Status
Enrolied! You've agresd to the terms and are currently shipping at lower business prices. If vou'd like to opt out at any time, aslect the option below and save yvour preference

( d ) | Opt out of Click-N-Ship Business Rate Card
By opting cut of this agreement, you’ll no longer recaive the lower business prices.

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

a) Selectthe toggle down arrow to expand the print settings preferences section.
b) Select Edit on the top right of the section and an expanded form will appear.

Print Settings A Edit | ¥ Clear &

Specify preferred label printing format.

Print Preferences

Mo Label Printing Preferences are set

c) Selectthe printing format for your labels by clicking on the dropdown button and
choosing a default Label Printing Format.

Print Settings

Specify preferred label printing format.

Print Preferences

Select printing format for your labels.
Lenel Printng Format ()

Standard (5.5 x 11) - Wit receipt, one label per page

Label Printer Compatible (4 x 6) 1 page shest

Lakel Printer Compatible (4 % 5) 1 page shest

Standard (8.5 x 11} - With rec=ipt, one label per page

Standard (8.5 x 11) - Without receipt, two labals par page

Print later at Post Office

15



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

Print Settings
Specify preferred label printing format.
Print Preferences

Select printing format for your labels.

Lensl Arinting Format (@)

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

Senee!

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

a) Selectthe toggle down arrow to expand the hide postage on label preferences section.
b) Select Edit on the top right of the section and an expanded form will appear.

m
=3

» Clear -

Hide Postage on Labels Va

GChoose if you would like to hide the postage amount displayed on your Glick-M-Ship labels.

Hide Postage Amount on Label by Service Types Hide Postage Amount on Label for Selected Addresses
Priority Mail Express® Addresses to hide postage are not set
Priority Mail®

Priority Mail& Cubic

USPS Connect& Local

USPS Connect® Local Mail
USPS Connect® Regional

USPS Ground Advantage™
USPS Ground Advantage™ Cubic

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

d) 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:

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

16




Hide Postage on Labels

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

You can hide postage by Service Type and you can choose specific addresses to hide postage from.

Hide Postage Preferences by Service Type Hide Postage Preferences by Address
Ghoose the mail classes you wish to hide postage displayed on your labels for: Use the Address Book to add labels to the
USPS Connect® Local Ii;t below that you wish to hide postage
USPS Connect® Local Mail displayed on your labels for:

B USPS Connect® Regional
USPS Ground Advantage™ I Add From Address Book I
USPS Ground Advantage™ Cubic
Priority Mail®

Priority Mail® Cubic
Priority Mail Express® ( e )

"

10) Purchase Labels on Another Account (Business Accounts)
Set a preference to utilize an Enterprise Payment System (EPS) billing account of another
user to create, purchase, and ship label(s) on their behalf.

a) Click Edit” under Purchase Labels on Another Account. 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.

Purchase Labels on Another Account # Edit P Clear

Shipping on behalf of somecne else? Selecting a payer account allows you to use their Enterprise Payment Systemn (EPS) billing
account. Any additional benefits you have will not be reflected while using a payer account.

Billing Account

An alternate Payer preference is not set.

b) To choose an EPS Billing Account of another user, select an account from the
dropdown and select Save Account.
i. Note, anytime you switch Payer EPS accounts, the label(s) in their Label
Manager and Label Cart will be unique to that specific EPS account.
c) To switch back to using your personal EPS Billing Account, select Switch To My
Account.

17



Purchase Labels on Another Account

Shipping on behalf of somaone else? Selecting a payer account allows you to use their Enterprise Payment System (EPS) billing
account. Any additional benefits you have will not be reflected while using a payer account.

Billing Account

Salsct Account

95160497 1000013124 -~

Switch To My Account Cancel

(b) (c)

18



