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Label Manager Overview

The Enhanced Click-N-Ship® experience is specifically designed to allow business and personal
account customers to more effectively and efficiently create, pay, and print their labels beyond the
capabilities of the Legacy Click-N-Ship® application which was discontinued on February 27,
2025. For more information on the Enhanced Click-N-Ship® application, see Enhanced Click-N-
Ship® Overview.

The Label Manager is split up into two main sections:

1) All Labels - view and manage all of the individual labels saved to your Label Manager.
2) Batches -view and manage all of the batch of labels saved to your Label Manager.

. = ® 0
Click-N-Ship v can
Label Manager Shipping History Address Book USPS Connect® Direct Connect Preferences SCAN Forms

All Labels (29) Batches (5)

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

This user guide will cover all of the functionalities and features available within the Enhanced Click-
N-Ship® Label Manager and will serve as a step-by-step guide on how to use it. To begin, proceed
to the next page and review the Table of Contents.

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


https://faq.usps.com/s/article/Enhanced-Click-N-Ship-Experience-CNSv2#uploading_labels
https://faq.usps.com/s/article/Enhanced-Click-N-Ship-Experience-CNSv2#uploading_labels
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All Labels

Within the ‘All Labels’ Tab of the Label Manager, you’ll be able to edit, organize, and store any
label(s) prior to adding it to your label cart before purchase.

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.

Click-N-Ship® v can

I Enjoy your discounted rates with Click-N-Ship's Business Rate Card! X

Label Manager Shipping History / AddressBook / USPS Connect® / DirectConnect / Preferences / SCAN Forms New Label

Hi, Ted!

Welcome to the new Click-N-Ship Enhanced Shipping experience! Here you can view
your account information, start your Click-N-Ship experience, access previous labels,
create new labels, manage your address book, and more! 1 3

@ Incomplete Labels @ Complete Labels

What's in your Label Manager?

I[ View Label Manager

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

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

All Labels (17) Batches (1)

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

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

O Ship Date Recipient Service and Package Package Details Extra Services Total Price All Labels -
1 D 01/24/2025 Japan International Priority Mail International® Small Flat Rate Items 1 + Add Extra Services $45.15
Envelope Value: $100
29 FOSTAL RD v . . -
OSAKA, JP Edit Service And Package Edit Package Add to Cart .
Details




Single Label Creation via All Labels Tab
Create a label(s) through your Label Manager by utilizing our different creation methods available.

1) Create a Single Label

a) To create a new single domestic or international label via your Address Book,
select the Use Address Book button.

b) To create a new single domestic or international label, select the New Label
dropdown, select New Label, and you’ll be redirected to the Create a Label page.

c) Tolmport alist of labels via File Upload, select the New Label dropdown, select
File Upload, and you’ll be redirected to the Import a List of Labels page.

d) To lmport order exports from an online marketplace via Direct Connect, select the
New Label dropdown, and select Marketplace Import.

Label Manager Shipping History Address Book USPS3 Connect® [  Direct Connect Preference / SCAN Forms
Al Labsls (2) Batchas (1)

(a)

Use Address Book ' Refresh Add All Complete to Cart >

B new Labal
by dafe and Hime cragiad. Each new labsl will appear at the top of the table.
(b-e) = MewBatch Service and Package Package Details  Exira Services Total Prica All Labels v
T File Uploaa
tten USPS Ground Advantege™ Cubic Chooss Your Own 18 02 Insurancs 697
Jppp— Box WElus: $5 =n= &
RIAAN 5 USPS Tracking .
Merketplace Impert i i e i . Sander amall is "
H' P P | I, Bos0s- Edit Service And Package Edit I.iacksge + Add Extra required., Edit w
Details

oTg Services

e) If Marketplace Import is selected, a Direct Connect: Marketplace Import popup
modal will be displayed. Select an online marketplace from the dropdown, select
Next, and you’ll be redirected to the Direct Connect: Import Labels page.

Direct Connect: Marketplace Import
Choose a Connected Marketplace to import labels

Select a Merchant Account

@ My Sguarespace Stors

% My Squarespace Store

Connect New Marketplace




All Actions for a Single Label

There are multiple actions that you can take for singular label within your Label Manager.

Add a Single Label to the Cart
a) to add the selected label to the cart, select Add to Cart.
i. Note, if your label is missing any required information, you will not see the Add to
Cart option, but you will see an Edit option instead. Once the required information
is entered, you will be able to add the label to the cart from your Label Manager.

All Labels (1809 Estches (B8]

peyw— & rere prpT—

This Labed Manager fabia |5 sortad by 0&afe and time craafad. Each new iabs! will appear 2t the top of the tabie.

O Ship Date Recipient Service and Package Package Details Extra Services Total Prics Al Labels -
7 Edit # Edit # Edit # Edit # Edit
1 ﬂ 11/26/2024 Clark AL SULAITI Priority Mai® Smell Flst Reta + Add Packaga Insurence $B.68

Envelope - o | |
300 SUPERMAN ST Detgils USPS Tracking

h )
HAMBTON, GA, 30228 Edit 3ervica And Package |adan Postage Add to Cart v

+ Add Extra Sernvices

b) Once selected, you will see a green Added to Cart message letting you know that the label
was successfully added to the Label Cart.

pyr—  rere ryT—

This Lebs! Manager fabie Is sorted by dafe and Hme cregiad. Each new label will appear at the top of the tabls.

O Ship Date Racipient Sarvica and Package Package Details Extra Services Total Price All Labels -
1 |:| 11/26/2024 Clark AL SULAITI Priorty Malk® Smell Fist Rete + Add Package Insurence $6.68
300 SUPERMAN ST Envelapa Details USPS Tracking® Adusd to cant
HAMBTON, G4, 30228 Edit Service And Package Higdsn Postags Edlt Lanal
+ Add Extra Services

Saving a Single Label as Favorite
a) tosave the selected label as a favorite, select Save As Favorite.



This LaDs{ Managsr 10is 15 Sortsd by dste and Hims cragtad. Each new (@bl will SDpear af the top of the tEbie.

O Ship Date Recipient ‘Bervice and Package Package Details [Extra Services Total Price All Labels -
1 |:| 11/26/2024 Johnny Yi Priority Melk® Flat Rate Envelope + Add Package Insurancs £6.68
300 SUPERMAN ST AFT 204 Edit Service And Package Datails Usas Traciong®
CHICAGO, IL, S0803-5610 Higdsn Postags Add to Cart
+ Add Extra
Senvices Bave As Favorite
Edit
2 O 11/26/2024 Clark AL SULAIT| Priority MelkE Small Fist Rete Envelope  + Add Package Insurancs £6.68
300 SUPERMAN ST Edit Service And Package Datails uses Traciong® Add to Batch
HAMPTON, 3A, 30228 Hiddsn Postags
+ Add Extra Duplicats
Zervices
Flag a5 Priority
= O 11/28/2024 Johnny Parker Priorty Melk® Small Fiat Rats Enveiops  + Add Package Insurancs $8.68 Dalate
Edit Service And Package i 2
300 SPIDERMAN 5T g Details USRS Tracng Invand raciplent -
CHARLOTTE, NC, 28282 Hiddsn Postage address. Edit w
+ Add Extra

b) Once selected, an Add Favorite popup modal will be displayed. Fill in the required fields
and select Save.

Add Favorite
Save favorite packaging options to create new labels more quickly.

“Name of Favorite

| |

“Sarvice Typa

Priarity Mail® w l
“Maliplecs Type
l Large Flat Rate Box w l

ntar & velus up to and Including S6,000)

Edit a Single Label
a) to editthe selected label, select Edit, and you will be redirected to Create a Label page for
that label.



This LaDs{ Managsr 10is 15 Sortsd by dste and Hims cragtad. Each new (@bl will SDpear af the top of the tEbie.

O Ship Date Recipient ‘Bervice and Package Package Details [Extra Services Total Price All Labels -
1 |:| 11/26/2024 Johnny Yi Priority Melk® Flat Rate Envelope + Add Package Insurancs £6.68
300 SUPERMAN ST AFT 204 Edit Service And Package Datails Usas Traciong®
CHICAGO, IL, S0803-5610 Higdsn Postags Add to Cart
+ Add Extra
Senvices Bave As Favorite
Edit
2 O 11/26/2024 Clark AL SULAIT| Priority MelkE Small Fist Rete Envelope  + Add Package Insurancs £6.68
300 SUPERMAN ST Edit Service And Package Datails uses Traciong® Add to Batch
HAMPTON, 3A, 30228 Hiddsn Postags
+ Add Extra Duplicats
Zervices
Flag a5 Priority
= O 11/28/2024 Johnny Parker Priorty Melk® Small Fiat Rats Enveiops  + Add Package Insurancs $8.68 Dalate
Edit Service And Package i 2
300 SPIDERMAN 5T g Details USRS Tracng Invand raciplent -
CHARLOTTE, NC, 28282 Hiddsn Postage address. Edit w
+ Add Extra

Add Single Label to a Batch
a) to add the selected label to a Batch, select Add to Batch.
i.  Note, once the label is added to the batch, you will have the option to Remove from
Batch and the associated batch name and batch symbol will be displayed for each
label throughout the application for easier tracking.

This Lebs! Manager fabia Is sorted by dafe and time created. Each new label will appear af fhe top of the table.

O Ship Date Recipient ‘Bervice and Package Package Details [Extra Services Total Price All Labels -
1+ [ 41262024 Jonnny ¥i Priorty MEIKE Fiat Rats Envelops + Add Package INsurencs $5.66
300 SUPERMAN 5T APT 20 Edit Service And Package Detgils USPS Tracking®
CHICAGO. IL, 80&D3-56810 Hiddsn Postags Add to Cart
+ Add Extra
Services ‘Save As Favorite
Edit
2 [0 112602024 Clerk AL SULAITI Priority MEIKE Small Fist Rate Envelons  + Add Package INsurencs $5.66
300 SUPSAMAN 5T Edit Service And Package Details uses Traciong® Add to Batch
HAMPTON, G4, 30225 Hiddsn Postags
+ Add Extra Duplicate
Bervices
Flag 8s Priority
3 [0 1tzev2024 Johnny Parker Priorty MEIKE Small Figt Rate ENvelops  + Add Package Insurencs 56,68 Delete
300 SPIDERMAN 5T Edit Service And Peckege Details uses Traciong®

Invand raclplent
CHARLOTTE, NG, 28282 Hiddsn Postags address. Edit v
+ Add Extra

b) Once selected, an Add to Batch popup modal will be displayed. Select the type of batch,
enter the required fields, select Add to Batch, and you will be redirected to the Batch page.



Add to Batch (1 Label)

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

© New Barch

Name this Batch

Eetch Mams (optional

Batch Name

Betch Motss (options])

Batch MNotes ]

Add to Batch

Duplicate a Single Label to a Batch
a) toduplicate the selected label, select Duplicate.

This Labsi Manager fabig !5 sored by 0ale and time creaied. Each new iabel will aopear ar fhe fop of the taibe.

O Ship Date Recipient ‘Bervice and Package Package Details [Extra Services Total Price All Labels -
+ [0 41szem024 Johnny ¥i Priorty MeIKE Fiat Rats Envelops + Add Package Insurancs $5.68
300 SUPERMAN 5T APT 201 Edit Service And Package Detgils UsPS Tracking®
CHICAGO, IL, 80803-5810 Hiddsn Postags Add to Cart
+ Add Extra
Services Bave As Favorite
[Edit
2 [0 11262024 Clark AL SULAITI Priority MEIE Small Flat Rate Enveiops  + Add Package Insurancs s8.68
300 SUPSAMAN 5T Edit Service And Package Detsils usAs Tracong® Add to Batch
HAMBTON, @A, 30228 Hiddsn Postags
+ Add Extra Duplicate
Gervices
Flag as Priority
3 [0 112802024 Johnny Parker Priority MelKE Small Figt Rate Envelops  + Add Package Insurence $8.88 Delete
Edit Service And Package i =
300 SPIDERMAN 5T g Details USPS Tracking Invalid raclplent ]
CHARLOTTE, HC, 28282 Hiddsn Postags address. Edit v
+ Add Extra

Flag a Single Label as Priority
a) toflagthe selected label as a Priority, select Flag as Priority.

10



This LeDsi Manager fabia /s sorad by 0&fe and hime cragied. Each new iabel will aopear ar e fop of the tabie.

O Ship Date Recipient ‘Bervice and Package Package Details [Extra Services Total Price All Labels -
1 |:| 11/26/2024 Johnny Yi Priority Melk® Flat Rate Envelope + Add Package Insurancs £6.68
300 SUPERMAN ST AFT 204 Edit Service And Package Datails Usas Traciong®
CHICAGO, IL, 20503-610 Higdsn Postags
+ Add Extra
Jervices
Edit
2 O 11/26/2024 Clark AL SULAIT| Priority MelkE Small Fist Rete Envelope  + Add Package Insurancs £6.68
300 SUPERMAN ST Edit Service And Package Details Uses Trackng® Add to Batch
HAMBTON, GA, 30228 Hiddsn Postage
+ Add Extra Duplicate
Bemvices
Flag as Priority
| 11/28/2024 Johnny Parker Priority MelkE Small Fist Rate Enveiops  + Add Package Insurancs $B.68 Delata
Edit Service And Package i 2
300 SPIDERMAN ST g Details USRS Tracking Invand reciplent
CHARLOTTE, NC, 28282 Hidden Postags address. Edit w
+ Add Extra

b) Once selected, you will see a Red Flag beside the ship date of the selected label.

This Labsi Manager fabie s sorted by dsts and time created. Each new abe! witl ppaar 8t the top of the table.

O Ship Date  Recipient Service and Package Package Details Extra Services Total Price All Labels -
1 EE! 1/27/2024 Johnny ¥i Prionty Melk® Fiat Rate Envslops + Add Package Insurancs $6.68
200 SUSERMAN 5T AT 204 Edit Service And Package Details USAS Tracking®
CGHICAGO, IL, 60603-6810 Hiddsn Postags
+ Add Extra
Services
z O 1172672024 Clark AL SULAITI Priority Mell® Small Flet Rate Envelope  + Add Package Insurances $6.68
200 SUPERMAM ST Edit Service And Package Details uses Trackmg®
HAMPTOM, @A, 30228 Hidden Postags
+ Add Extra
Bervices

Delete a Single Label
To delete the selected label from your Label Manager, select Delete.

a)

11



This LaDs{ Managsr 10is 15 Sortsd by dste and Hims cragtad. Each new (@bl will SDpear af the top of the tEbie.

O Ship Date Recipient ‘Bervice and Package Package Details [Extra Services Total Price All Labels -
1 |:| 11/26/2024 Johnny Yi Priority Melk® Flat Rate Envelope + Add Package Insurancs £6.68
300 SUPERMAN ST AFT 204 Edit Service And Package Datails Usas Traciong®
CHICAGO, IL, S0803-5610 Higdsn Postags Add to Cart
+ Add Extra
Senvices Bave As Favorite
Edit
2 O 11/26/2024 Clark AL SULAIT| Priority MelkE Small Fist Rete Envelope  + Add Package Insurancs £6.68
300 SUPERMAN ST Edit Service And Package Datails uses Traciong® Add to Batch
HAMPTON, 3A, 30228 Hiddsn Postags
+ Add Extra Duplicate
Zervices
Flag as Prior'ﬂ
= O 11/28/2024 Johnny Parker Priorty Melk® Small Fiat Rats Enveiops  + Add Package Insurancs $8.68 Dalate
Edit Service And Package i 2
300 SPIDERMAN 5T g Details USRS Tracng Invand raciplent ]
CHARLOTTE, NC, 28282 Hiddsn Postage address. Edit w
+ Add Extra

Edit the Service and Package Type of a Singel Label
You have the ability to edit a single label within the Label Manager by following the steps below.

a) toeditthe service and package type for a selected label, select Edit Service and Package.

This Labsi Managar fabis s sortsd by dats and time creatad. Each nsw iabs! will appsar at the top of the tabls.

|:| Ship Date Recipient Service and Package Package Details Extra Sarvices Total Price All Labels -

1 [ M 112772024 Johnny ¥i I—nnmmmnmﬁ + Add Package Insurancs $6.68
300 SUPERMAN 5T APT 201 Edit Service And Fackage Details USPS Tracking®
CHICAGO, IL, 80803-6810 Hidgen Postags Add to Cart
+ Add Extra

Bervices
2 O 112672024 Clark AL SULAITI Priority Melk® Small Flet Rate Envslope  + Add Packsge Insurancs $B.68
200 SUPERMAN 5T Edit Service And Package Detgils = mkng”
+ Add Extra
Services

b) Once selected, a Select Service and Package popup modal will be displayed. Select a
Package Type and select Next.

12



c)

d)

Select Service and Package

Choose Your Package Type
O usPs= Flet Rats Packaging

(0 chooss your own box

() 1want to start from & Favorits

Select the Service Type and select Next.

Select Service and Package

Package Type Scheduled Delivery

O Priority Maik® Large Fist Rate Box See Estimated Delivery in Label Saa Prica In
12108 = 12" x 8" Manager Lebs! Mansgear

() Priority Mailk® Medium Flat Rate Box See Estimated Delivery in Label Saa Price In
11" x B-12" x 5-1/2" 13-58° x 11-7/8" x 3-28" Manager Labsl Managear

If your label s eligible for the USPS Connect Local service, you will see the following banner

displayed. Select the checkbox to add the service.

13



[ | 1 want to ship eligible labels via USPS Connect”™ Local.

1 label is eligible for local drop-off LISPS Connect” Local. To ship thesa
labalz via USPS Connect, select the checkbox to view shipping options on
the nest page. All Remaining labels will ship via the service you select
above.

e) Confirm the Service and Package type and select Save.

Select Service and Package

The table below reflacts the Sarvice and Package Types vou have chosen for the 1 labal you
selected. Review the information below, and dick Save to update your labelz. Click "Back” if you
need to edit amy of the previcus informaticn.

Labels (#) Service and Package Type Scheduled Delivery Prica
1 Label USPS Connect® Local Large Flat Rate See Estimatsd Dsilvery Im Label 3= Price In Lebs
Eag Menegsr Manegsr

Mota: When adding Service and Package Types to all labels, dalivery dates may vary for each labal,
and "Choosea Your Cwn Box' prices will not be available until you save and view prices in the labe!
tabla.

Edit the Package Details of a Singel Label
a) to edit the package details for a selected label, select Edit Package Details.

14



This Lebsi Mansger fabis s sortsd by dsts end times cresred. Each new E6s! will Sppsar St ihe fop of the tabie.

[0 shipDate Racipient Sarvice and Package Package Details Extra Services Total Prica Al Labels -
1 [ ® 112772024 Johnny ¥i Prionty Ml Fiat Rats Envaiops + Add Package Insurencs $8.68
300 SUPERMAN ST APT 201 Edit Service And Package Details UsPs Tracking®
CHICAGO, IL, B0803-6810 Hidden Pastags
+ Add Extra
Services
2 O 11/28/2024 Clark AL SULAIT] Priority Melk® Small Flst Rate Envelops  + Add Package Insurencs $B.EE
300 SUPERMAN ST Edit Service And Package Details USAS Tracking®
HAMBTON, @A, 30228 Hidden Postags
+ Add Extra
Services

a) Once selected, a Package Details popup modal will be displayed. Enter the details as
needed and select Save.

Package Details

Recipient(s)

Johnny Y1
300 SPIDEREMAM ST APT 204
CHICAGO, IL 606803-5610

ltem Details

This information is required for labels that require a customs form. You may enter item information
balow.

+Add Item

Package Details

Faclags Valua

Entar a valus up to and inchuding £5,000.00.

¥ o

Edit the Extra Services of a Singel Label
a) to editthe extra services for a selected label, select +Add Extra Services.

15



This Lebei Manager fabie is sored by dale and Hme creglad. Each new igke! will aopsar af e top of the tate.

[0 shipDate Racipient Sarvice and Package Package Details Extra Services Total Prica Al Labels -
1 [ ® 112772024 Johnny ¥i Prionty Ml Fiat Rats Envaiops + Add Package Insurencs $8.68
300 SUPERMAN ST APT 201 Edit Service And Package Details UsPs Tracking®
CHICAGO, IL, B0803-6810 Hidden Postags
+ Add EXtra
2 O 11/28/2024 Clark AL SULAIT] Priority Melk® Small Flst Rate Envelops  + Add Package Insurencs $B.EE
300 SUPERMAN ST Edit Service And Package Details USAS Tracking®
HAMBTON, @A, 30228 Hidden Postags
+ Add Extra

Services

b) Once selected, a Select Extra Services popup modal will be displayed. Select an Extra

Service and select Save.

Select Extra Services

[ Signature Sarvices ()
] Cresate a retum labal (@)

O Labd Dalivery @)

B Hide Postage on Label @)

Fee Varies

Charged upon use

£i25

Fres

16



All Actions for Multiple Labels

There are multiple actions that you can take for multiple label(s) at one time within your Label

Manager.

Add Multiple Labels to the Cart
a) add the selected label(s) to the Label Cart.

And 1o Cart
This Labsi Manager tabis 15 sortsd by dats and Hims crasfed. Each nsw iabsl will Sppsar at the tap of the tatis.
, | Acdto Batch
|:| Ship Date Recipient Service and Package Package Details [Extra Servi|
F Edit F Edit # Edit # Edit F Edit Duplicate
. Flag as Priori
1 H I 41272024 Johnmy ¥i Priority Malk® Flat Rate Envelope + Add Package Insurancs =0 ity
300 SUPSRMAN ST APT 201 Edit Service And Feckage Details usAs Tracd  pooeo
CHICAGD, IL, 80603-5610 Hiddsn Paos|
+ADDEXIY  Delate All LBbels
Services
N - | 11/26/2024 Clark AL SULAITI Prionty Malk® Small Figt Rate ENvSiops  + Add Package Insurence $6.68
200 SUPERMAN 5T Edit Service And PECckBge Detnils Uspsmpmgz
HAMPTON, GA, 30226 Hiddsn Postags

+ Add Extra
Bervices

All Labels -

b) Once selected, you will see a green Added to Cart message letting you know that the

label(s) were successfully added to the Label Cart.

17



Use Address Book  Refresh Actions Add All Complete to Cart >

This Labs! Manager tabis Is sorted by 0&fe and Bme cragtad. Each new iabal will appsar at the top of the tabls.

O Ship Date Racipient Sarvica and Package Package Details Extra Services Total Price All Labels -
1 |:| 11/28/2024 Clark AL SULAITI Pricrity Malk® Smell Flet Rete + Add Package Insurance $6.68
200 SUPERMAN 5T Envelape Details USPS Tracking® (@ Addsd to cart
HAMPTON, @A, 30228 Edit Service And Package Hidan Postags Exit Labal

+ Add EXira 3ervices

Add Multiple Labels to a Batch
a) to add the selected label(s) to a Batch, select Add to Batch.
i Note, once the label(s) are added to a batch, you will have the option to Remove from
Batch and the associated batch name and batch symbol will be displayed for each
label throughout the application for easier tracking.

py—  ror pryT—

Add 1o Cart
This LaDsi \Manager [abis |5 sorfed by dals 2nd fime crasfed. Each new Iabel will S0psar af the t0p of the tabie.
_ _ | aod to Batch
O Ship Date  Raecipient Sarvice and Package Packaga Details Extra All Labsls -
# Edit # Edit # Edit # Edit # Edit Duplicate
- " Flag as Priority
1 [ M 112772024 Johnny Yi Friority Melk® Flat Rats Envsiopes + Add Package Insurancs
300 SUPSRMAN ST APT 201 Edit Service And Package Details USASTrasd  poiage
CHICAGO, IL, 80603-6610 Hiddan Aos Add to Cart
+ADD EXIr]  pelete All Lebels
Services ———————————
z B 11/28/2024 Clark AL SULAITI Priority Melk® Small Figt Rats Envelops  + Add Package Insurancs $8.68
300 SUPERMAN 5T Edit Service And Package Details U5AS5 Tracking®
HAMPTON, GA, 30228 Hidden Aostags Add to Cart
+ Add Extra

Bervices

b) Once selected, an Add to Batch popup modal will be displayed. Select the type of batch,
enter the required fields, select Add to Batch, and you will be redirected to the Batch page.

18



Add to Batch (2 Labels)

Would you like to add these labels to an existing batch or a new batch?
(O Existing Batch

© MNew Batch

Mame this Batch

Estch Name (aptional)

Batch Name

Estch Motss (optionsl)

Batch Motes

Add to Batch

Duplicate Multiple Labels
a) toduplicate the selected label(s), select Duplicate.

py— & e pryT—

Add 1o Cart
This LeDsi &nager [abis Is sorfted by dsts and fime crasfed. Each new Isbel wil S0psar a1 the t0p of the tabie.
Acd to Batch
O Ship Date Recipient Service and Package Package Details [Extra All Labels -
# Edit # Edit # Edit # Edit # Edit Duplicate
. Flag as Priori
1 B M 11272024 Johnny Yi Priority MelK® Flat Rate Envsiope + Add Package Insurance o ity
300 SUPERMAN 5T AFT 201 Edit Service And Package Details USPSTrec]  pajate
CHICAGO, IL, 80803-6610 Hiddan Posg| Add to Cart
+Add Extrs  pelete All Labels
Services
2 H 11/28/2024 Clark AL SULAITI Priority Malk® Small Flst Rate Envelope  + Add Package Insurancs $B.68
300 SUPERMAN ST Edit Service And Package Details usAs Tracking®
HAMPTOMN, @A, 30228 Hiddsn Postage Add to Cart
+ Add Extra

Services
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Flag Multiple Labels as Priority
a) toflagthe selected label(s) as a Priority, select Flag as Priority.

This Labsi Managar tabis s sortad by dats and tims craated. Each new iabel will Sppear at the top of ths tasis.

Add to Cart

Add All Complete 1o Cart >

Add 1o Batch
|:| Ship Date Recipient Service and Package Package Details [Exira Servi| All Labels -
# Edit # Edit # Edit # Edit # Edit Duplicate
- . Flag as Priority
1 H I 4272024 Johnny Yi Priorty Malk® Flat Rate Envelope + Add Package Insurancs
300 SUPERMAN ST APT 201 Edit Service And Peckage Details USRS Tracd  pooge
CHICAGD, IL, 60803-56810 Hidden Pos| Add to Cart
+ Add EXIY  Delete ANl Labals
Services

2 H 11/26/2024 Clark AL SULAITI Priority Malk® Small Fiat Rate Envsiops  + Add Packsge Insurancs $B.68
300 SUPEAMAN 5T Edit Service And Package Details USAS Traciong®
HAMPTON, GA, 30228 Hiddsn Postags
+ Add Extra
Bervices

b) Once selected, you will see a Red Flag beside the ship date of the selected label(s).

This Labsi Managsr tabia Is sortsd by date and tims cragtad. Each new iabsl will Sppear at the top of the tabls.

|:| Ship Date Recipient ‘Service and Package Package Details [Extra Services Total Price All Labels -
# Edit # Edit # Edit # Edit # Edit
1 142772024 Clark AL SULAITI Priorty Melk® Small Flet Rate Enveiope  + Add Package Insurences 5B.68
300 SUPEAMAN 5T Edit Service And Fackage Details UsAs Tracking®
HAMPTON, GA, 30228 Hiddsn Postags Add to Cart
+ Add Extra
Gervices
z 142772024 Johnny Yi Friority MEIHE Fiat Rats Envsiops + Add Package Insurance $6.66
300 SUPERMAN 5T APT 2 Edit 3ervice And Package Details USAS Traciong™
CHICAGO. IL, S0803-5610 Hiddsn Postags Add to Cart
+ Add Extra

Semnvices

Delete Multiple Labels

a) todelete the selected label(s) from your Label Manager, select Delete.
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e s & o pryTe——

And 1o Cart
This Labsi Manager tabis 15 sortsd by dats and Hims crasfed. Each nsw iabsl will Sppsar at the tap of the tatis.
Add to Batch
|:| Ship Date Recipient Service and Package Package Details [Extra Servi| All Labels -
F Edit F Edit # Edit # Edit F Edit Duplicate
1 B M 41272024 Johnny Yi Prionty Malk® Fiat Rats Envsiops + Add Package Flag as Priory
300 SUPERMAN ST APT 201 Edit Service And Feckage Details usas Trackl  ojare
CHICAGO, IL, 80803-6810 Hiddzen Pos] Add to Cart
+ADDEXIY  Delate All LBbels
Bervices ————
2 H 11/26/2024 Clark AL SULAITI Priority Malk® Small Fiat Rate Envsiops  + Add Packsge Insurancs $B.68
200 SUPERMAN 5T Edit Service And PEckage Details Uspsmkhug
HAMPTON, @A, 30228 Higdsn Postags Add to Cart
+ Add Extra
Bervices

b) to delete all of the label(s) within your Label Manager at once, select Delete All Labels
(Note, this action is nonreversible).

py— & o prT—

Add 1o Cart

This Labsi Mansgsr 1ais |5 sorfsd by dsts Snd Hime cresfed. Each new ISbe! will SppEar 8t the top of the tabis.

Add 1o Batch
O Ship Date Recipient Sarvice and Package Package Details [Exira Servi| All Labels -
# Edit # Edit # Edit # Edit # Edit Duplicate
- " Flag as Priority
1 [ M| 11272024 Johnoy Yi Priority Melk® Fiat Rats Envelope + Add Package Insurancs

300 SUPERMAN ST APT 201 Edit Service And Package Details USPSTracd  pajate

CHICAGO, IL, 80803-6610 Hiddan Aog Add to Cart
+Add Extrgl  pelete All Labels
Services

2 B 11/2672024 Clark AL SULAITI Priority Mal® Small Fiat Agts Enveiops  + Add Package Insurancs $8.68

300 SUPERMAN 5T Edit Service And Package Details USR5 Tracking®

HAMBTON, GA, 30228 Hidden Postags Add to Cart
+ Add EXtra

Services

c) Oncethe Label Manager is cleared, you will see the following message: The Label table is
empty. Add Labels using the actions above.
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Label Manager / Shipping History ; AddressBook ; USPSConnect® [ Direct Connect / [Preferences

Al Labels (D) Batches (5)

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

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

O Ship Date Recipient ‘Service and Package Package Details [Extra Services Total Price All Labels -

The Label table iz empty. Add labels using the actions sbove.

Edit the Ship Date of Multiple Labels
a) to editthe ship date for multiple selected label(s), select Edit under the Ship Date section.

(note, updating a section for one label, will update that same section across all selected
labels).

This LeDsi Managsr 10l |5 sortsd by date and Hme crested, Esch new [Sbs! will S0PSEr 8t the top of the table.

O Ship Data | Racipient Service and Package Package Details [Exira Services Total Prica All Labels -
# Edit # Edit # Edit # Edit # Edit
1 B M 112772024 Clark AL SULAITI Priority Meli® Small Flat Rete Envelope  + Add Package Insurance $B.68
300 SUPERMAM ST Edit Service And Package Details UsAs Tracong®
HAMATON, GA, 30228 Hiddsn Postags Add to Cart
+ Add Extra
Bervices
2 B M 11272024 Johnny Yi Friority MEli® Fiat Rats Envelops + Add Package Insurancs $6.66
300 SUPERMAM 5T APT 201 Edit Service And Package Details USPS Tracking®
CHICAGO. IL, 80603-5610 Hiddsn Postags Add to Cart
+ Add Extra
Bervices

b) Once selected, an Edit Ship Date popup modal will be displayed. Select ship date and
then select Save.
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Edit Ship Date

Shipping Date
Choose & dets up to 7 days from todsy:

091272024 ]

Edit the Recipient Details of Multiple Labels

a) to editthe recipient details for multiple selected label(s), select Edit under the Recipient
section (note, updating a section for one label, will update that same section across all
selected labels).

This Labsi Managar tabie Is sorted by date and fime craatad. Eact new labs! will 3ppear &t the top of the table.

O Ship Date | Recipient Service and Package Package Details Extra Services Total Price Al Labels -
# Edit # Edit # Edit # Edit # Edit
1 B M 11272024 Clark AL SULAITI Priority IMeli® Small Fist Rats Envelope  + Add Package Insurancs $5.66
300 SUPERAMAN ST Edit Service And Packege Details USPS Tracking®
HAMPTON, @A, 30228 Hiddsn Postags Add to Cart
+ Add Extra
Services
2 B ™ 11272024 Johnny Yi Prionty Meli® Fiat Rats Envsiops + Add Package Insurancs $5.68
300 SUPERMAN ST APT 201 Edit Service And Package Details U5AS5 Trackng®
CHICAGD, IL, 20803-5a10 Hidden Postags Add to Cart
+ Add Extra
Bervices

b) Once selected, an Enter Recipient Details popup modal will be displayed. Enter the
recipient details and select Save.
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Enter Recipient Details
Recipient information is required before zelecting package serices.

o
UsPS® Smart Lockers: Available in salect locations, LSPS  Smart Lockers ket you
@ ship packages to people via self-senice pickup at free, secure Smart Lockers in Post
Office  locations. (Recipient email address required)) Learn morg.
Use Address Book ‘
Fr=: Mams ML La=t Mamz
Jaohmimy ‘ | A
Comparmy
Country
United States of America w
“Lireat Address Apt'Surba
“City “Emate “AF Coda™
CHICAGD ‘ ‘ IL - iris w ‘ 60603-5810
Reference Mumbar

(@) sStetus Motfications: OFF

[0 Hoa tor Pickup st Post Cmcs™

c) To proceed with updating the recipient details for all of the selected labels, select Yes, |
want to proceed.
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Are you sure you want to make these changes?

Updating the delivery information for this label will change the available service and mailpiece
options. You will have to update the rest of the label information once the deliveny address has
been changed. Would vou like to proceed with updating the delivery address?

No, | do not want to proceed I Yes, | want to proceed I

Edit the Service and Package Type of Multiple Labels
a) to editthe Service and Package details for multiple selected label(s), select Edit under the
Service and Package section (note, updating a section for one label, will update that same
section across all selected labels).

This Labsi Mansgsr fais s sortsd by 0sts and Hms cregted. Each new IS58! Will Sppsar &t s fop of the tabls.

B Ship Date Racipient Service and Package Package Details [Extra Services Total Prica Al Labels -
# Edit # Edit # Edit # Edit
1 [ M 41272024 Clark AL SULAITI Prionity Meli® Small Flat Fete Enveiops  + Add Package Insurance 5868
300 SUPERMAN ST Edit Sarvice And Package Details uses Traciong®
HAMPTON, @A, 30228 Hiddsn Postags Add to Cart
+ Add Extra
Bervices
2 B ™ 11zrzoz4 Jonnny Yi Frionity Meli® Fist Rats Envelops + Add Package Insurance $6.66
300 SUPERMAN 5T APT 204 Edit Service And Package Details USAS Traciong®
CHICAGO, IL, 808603-6810 Hiddsn Postags Add to Cart
+ Add Extra

emnvices

b) Once selected, a Select Service and Package popup modal will be displayed. Select a
Package Type and select Next.
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c)

d)

Select Service and Package

Choose Your Package Type
O usPs= Flet Rats Packaging

(0 chooss your own box

() 1want to start from & Favorits

Select the Service Type and select Next.

Select Service and Package

Package Type Scheduled Delivery

O Priority Maik® Large Fist Rate Box See Estimated Delivery in Label Saa Prica In
12108 = 12" x 8" Manager Lebs! Mansgear

() Priority Mailk® Medium Flat Rate Box See Estimated Delivery in Label Saa Price In
11" x B-12" x 5-1/2" 13-58° x 11-7/8" x 3-28" Manager Labsl Managear

If your labelis eligible for the USPS Connect Local service, you will see the following banner

displayed. Select the checkbox to add the service.
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[ | 1 want to ship eligible labels via USPS Connect”™ Local.

1 label is eligible for local drop-off LISPS Connect” Local. To ship thesa
labalz via USPS Connect, select the checkbox to view shipping options on
the nest page. All Remaining labels will ship via the service you select
above.

e) Confirm the Service and Package type and select Save.

Select Service and Package

The table below reflacts the Sarvice and Package Types vou have chosen for the 1 labal you
selected. Review the information below, and dick Save to update your labelz. Click "Back” if you
need to edit amy of the previcus informaticn.

Labels (#) Service and Package Type Scheduled Delivery Prica
1 Label USPS Connect® Local Large Flat Rate See Estimatsd Dsilvery Im Label 3= Price In Lebs
Eag Menegsr Manegsr

Mota: When adding Service and Package Types to all labels, dalivery dates may vary for each labal,
and "Choosea Your Cwn Box' prices will not be available until you save and view prices in the labe!
tabla.

Edit the Package Details of Multiple Labels
a) to edit the Package details for multiple selected label(s), select Edit under the Package
Details section (note, updating a section for one label, will update that same section
across all selected labels).



This Lebei Manager fabis s sorted by dale and Hme cregied. Each new labsl will appear i the top of the tabile.

B Ship Date Recipient Service and Package Package Details [Extra Services Total Price Al Labels -
# Edit # Edit # Edit # Edit
1 [ M 41272024 Clark AL SULAITI Priority Melk® Small Fiat Fate ENveiops  + Add Package INsurencs $6.68
300 SUPEAMAN 5T Edit Service And Package Details UsAS Tracking®
HAMPTON, @A, 30226 Hiddsn Postags Add to Cart
+ Add Extra
Bervices
2 H I 41272024 Johnny ¥i Priority kelk® Fiat Rate Envslops + Add Package Insurancs $B.68

300 SUPERMAN ST APT 201 Edit 3ervice And Package Details UsAs Traciong®
CHICAGO, IL, S0503-6810 Hiddsn Postags Add to Cart
+ Add Extra

Zervices

b) Once selected, a Package Details popup modal will be displayed. Enter the details as
needed and select Save.

Package Details

Recipient(s)

Johnny Y1
300 SPIDEREMAMN ST APT 204
CHICAGO, IL 6080:3-5610

ltem Details

This information is required for labels that require a customs form. You may enter item informaticon
balow.

+Add Item

Package Details

Paclags Value

Entar a valus up to and inchluding £3,000.00

$ o

Edit the Extra Services of Multiple Labels
a) toeditthe extra services for multiple selected label(s), select Edit under the Extra Services
section (Note, this option will only be available if the selected labels have the same extra
services).
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This Lebei Manager fabis s sorted by dale and Hme cregied. Each new labsl will appear i the top of the tabile.

E  ShipDate Recipient Service and Package Package Details Extra Services Total Prics Al Labels -
# Edit # Edit # Edit # Edit
1 H F 11/27/2024 Clark AL SULAITI Priority KElk® Small Flat Rate Enveiope  + Add Packsge Insurances $6.68
300 SUPERMAN 5T Edit Service And Peckage Details uses Traciong®
HAMPTON, @A, 30226 Hidden Postags
+ Add Extra
Jervices
2 H F 11/27/2024 Johnny ¥i Priority kelk® Fiat Rate Envslops + Add Package Insurencs 5868
300 SUPERMAN ST APT 201 Edit Service And Package Detils UsAs Tracong®
CHICAGD, IL, 808603-6810 Hiddsn Postags
+ Add Extra

Zervices

b) Once selected, a Select Extra Services popup modal will be displayed. Select an Extra
Service and select Save.

Select Extra Services

[ Signature Sarvices () Fee Varies
] Cresate a retum labal (@) Charged upon use
O Labd Dalivery @) $125
B Hide Postage on Label @) Fras
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All Other Actions in All Labels Tab

There are multiple other actions that you can take within the All Labels tab of your Label Manager.

Filtering Labels in Label Manager

a) Tofilter your label(s) by a certain category (All Labels, Complete, Incomplete, or Flagged),
select the All Labels dropdown located at the top of the table.

pep— & e prpT—

This Labsi Managsr tabis |5 sortsd by date and Hims crasted. Each new S56! will SppSar &t the top of the tabie.

[ #] Ship Date Recipiant Service and Package Package Details [Extra Sarvices Total Prica All Labels -
—
Edit Edit Edit Edit
i & & & All Lebels
1 B M 11/27/2024 Clark AL SULAITI Priority Meli® Small Flat Rete Enveiope  + Add Packsge Insurance $8.68 complate
300 SURERMAN 5T Edit Service And Package Detsils usAs Tracong®
HAMPTON, GA, 30226 Hidden Postags Incomplete
+ Add Extra
Services Flagged

Refreshing the Label Manager
a) Torefreshyour Label Manager, select Refresh.

py— [ o | I T—

This Lebsi Managsr abis |5 sorted by date and Hims crasted. Each new S8 will SpPSEr St ihe top of the tabie.

[+ Ship Date Recipient Service and Package Package Details Extra Services Total Price
Edit Edit Edit Edit
& & £ ’ All Labels
1 ﬂ I 11/27/72024 Clark AL SULAITI Priority Melk® Small Flat Rets Envsiops  + Add Packsge Insurancs $8.68 Complete
300 SURERMAN 5T Edit Service And Package Detsils usAs Tracong®
HAMPTORM, 34, 30228 Hidden Postags Incomplete
+ Add Extra

. Flagged
Bervices 00

Add All Completed Labels to Label Cart

a) To add all of the completed labels within your Label Manager to the Label Cart at once,
select Add All Complete to Cart.
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pep— o pryT—

This Labsi Manager tabis Is sortad by date and tims cragtad. Each new iabs! will Sppsar &t the top of the table.

B Ship Date Recipient Service and Package Package Details [Extra Services Total Price
Edit Edit Edit Edit
" & & a All Labels
1 B 11272024 Clark AL SULAITI Priority MEl® Small Fiat Rats Enveiops  + Add Packsge Insurancs $6.68 Complete
300 SUPERMAN 5T Edit 3arvice And Package Details Uses Traceng®
HAMPTOHN, GA, 30226 Hiddsn Postags Incomplete
+ Add Extra

. Flagged
Services a8

Ship a Label to a USPS® Smart Locker
a) Ifthe address for a labelis close to a USPS® Smart Locker, you will see a USPS® Smart
Locker banner displayed underneath that specific label. To select a locker, select Ship to

Locker.
Label Manager Shipping History  Address Book [ USP3 Connect® [ Direct Connect [ Preferences
All Labals {1809) Estches (B2}

pey— e pryT——

This LaDs{ Managsr 10is 15 Sortsd by dste and Hims crastad. Each new (@bl will Sppear af the top of the tEbie.

O Ship Date  Recipient Service and Package Package Details [Extra Services Total Price AN Labels -
1 |:| 112672024 Camre AL B AIT) Priority Mall® Small Flat Rats Envelops + Add Package Details Insurencs $5.65
300 FUPTRLLAY 5T Edit 3arvice And Package USP5 Tracking® @ Added 1o cart
HALIETON. (A, 30338 Hiddan Postags Edlt Lebs!

+ Add Extra Services

Ship 10 locker

I @ AUSPS® Smart Locker is available near the recipient's address

b) Once selected, a Find Smart Locker popup modal will be displayed. Select Ship Here of
the desired USPS® Smart Locker.
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§ o
i X g GREAT FALLS *a‘“b\ <
Find Smart Locker 3 GREAT FALLS Vv g
oy
Street Agdress
% sy g
Q ] > g % “ Rock Run SVP ()
& %
o 4 ey, -
5 a
5 W
-cy ~State “ZIP Coge™ & Scotts Run Natured te Epin
{ESTON Laks Falrfex Prasn =
[ WASHINGTON ] l DC - District of Ov I [ 20002 ] (-..
%,
.0
“Radlus b % [1z3]
=
s
2 WOLF TRAP. . MCLEAN
5
5 Lay 3
e “or, [308] Pobm
Ry s
Enter recipient email address for pickup notification. I
“Reciplent small [raquirad) ;’ !
% |\ PIMMIT HILLS
% oo Ro I
email@email.com S 2 ‘ NNA
IDYLWOOD
. W&0D. Trall
P .
7.76 miles away OAKTON — = A — 9
= - F o SEVEN
Baileys Crossroads Branch @ Post Office™ e WEST FALLS CRRYERS 8
= _ R Arlingto™
6021 LEESBURG PIKE IR"0AKS C UHERLH
FALLS CHURCH, VA 22041 = S WOBDBURN 2]
g BAILEY'S
= (l CROSSROADS
Opennow | Closes 11:59PM v lIRFAX MANTUS |
GEORGE &‘f
Ship here B MASON WAKEFIELD ) 3
SOLN 8, !/ ANNANDALE &
\RK oy, y A
by ook RS ®
I e
KINGS PARK \ Du,
8.92 miles away WEST e-5t
Qb NORTH Stres: ‘- VATy
= SRRINGFIELD Sk %
LINCOLNIA § Post Offica™ FAIRFAX o . T
STATION 2
6137 LINCOLNIA RD BURKE % .
ALEXANDRIA, VA 22312 BURKE %, e
CERIRE WEST SPRINGFIELD
SPRINGFIELD FRANCONIA
Open now | Closes 11:59 PM v re dhor

c)
Recipient name.

All Labels (695)

New Label . Use Address Book

Batches (13)

>
@
)
5
I3

£

@

€

5

Burke Laks

KINGSTOWNE

Once complete, you will see the Smart Locker logo and details displayed underneath the

C' Refresh Add All Complete to Cart >

O Ship Date  Recipient Service and Package Package Details Extra Services Total Price All Labels -
1 O 12/12/2023] Clark Kent Priority Mail® Large Flat Rate Box ~ Value: $100 Insurance $19.90
Pick up at: Edit Service And Package + Add Package Details USPS Tracking Electronic

@ 300 SUPERMAN ST
DECATUR, GA 30030-0000

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

Edit Extra Services

Add to Cart

32



Batches
Within the Batches tab of the Label Manager, you’ll be able to edit, organize, and store any batches
prior to adding it to your label cart before purchase.

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.

Click-N-Ship® v can

I Enjoy your discounted rates with Click-N-Ship's Business Rate Card!

Label Manager Shipping History / AddressBook / USPS Connect® / DirectConnect / Preferences / SCAN Forms New Label

Hi, Ted!

Ig i vl
Welcome to the new Click-N-Ship Enhanced Shipping experience! Here you can view What's in your Label Manager -
your account information, start your Click-N-Ship experience, access previous labels, 1 3

create new labels, manage your address book, and more!
@ Incomplete Labels @ Complete Labels

View Label Manager

2) Select Batches View
a) By default, you will be in the All Labels view. Select the Batches tab.

Label Manager Shipping History / Address Book [ USPS Connect® [ Direct Connect | Preference /  SCANForms
All Labels (1213) I Batches (102)
[] Batch Name Labels Time Created Batch Notes Batch Price All Labels -

1 O 1706555347 2 O1/28/2024 515.02
Add to Cart v
2 [ 1706644542 0 01/30/2024
w
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Batch Label Creation via Batches Tab
Create label(s) through your Label Manager by utilizing our different creation methods available.

1) Create a Single Batch
a) To create a Batch, select the New Label dropdown, select New Batch, and you’ll
be redirected to the Create a Batch page.
b) To Import a list of labels via File Upload, select the New Label dropdown, select
File Upload, and you’ll be redirected to the Import a List of Labels page.
c) Tolmport order exports from an online marketplace via Direct Connect, select the
New Label dropdown, and select Marketplace Import.

Label Manager Shipping History Address Book USPS Connect® ¢ Direct Connect [/ Preference /  SCAN Forms
All Labels (1243) Batchas (102)

& New Label

( a—d ) Labels Time Created Batch Notes Batch Price All Labels o

2= NewBaich

E- Marketplace Import

2 /282024 $15.02
[F File Upload Add to Cart v
- 0 01/30/2024
- .’

d) If Marketplace Import is selected, a Direct Connect: Marketplace Import popup
modal will be displayed. Select an online marketplace from the dropdown, select

Next, and you’ll be redirected to the Direct Connect: Import Labels page.

Direct Connect: Marketplace Import
Choose a Connected Marketplace to import labels

Select a Merchant Account

@ My Sgquarespace Store

% My Squarespace Store

Connect New Markstplace
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All Actions for a Single Batch
There are multiple actions that you can take for a single batch within your Label Manager.

Viewing a Single Batch
a) Selectthe Checkbox of the specific batch that you would like to manage or modify.

All Labels (1243) Batches (102)
c fefresh Add Al coranEte to Cart >
[ Batch Name Labels Time Created Batch Notes Batch Price All Labels -

1 1706556347 2 04/29/2024 $15.02
Add to Cart W
2 [0 1706644542 0 04/30/2024
w

b) If you would like to open up a single batch, you can also select the hyperlinked Batch

Name.
Label Manager / Shipping History / Address Book / USPSGonnect® [/ Direct Connect [ Preferences
Al Labets (1219) Batches (105)
New Batch ' Refresh Add All Complete to Cart >
[ Batch Name Labels Time Created Batch Notes Batch Price All Batches -

1 D 17065655347 2 01/28/2024 $15.02
Add to Cart v
2 1706644542 1 01/30/2024 520,69
= ’ Add to Cart

Add a Single Batch to the Cart
a) to add the selected batch to the cart, select Add to Cart.
Note, if your batch is missing any required information, you will not see the Add to Cart

option, but you will see an Edit option instead. Once the required information is
entered, you will be able to add the batch to the cart from your Label Manager.

35



All Labels (1243) Batches (102)

[ Batch Name Labels Time Created Batch Notes Batch Price All Labels

W

2 [0 1706644542 0 01/30/2024
~

1 B 1708555347 2 01/28/2024 $15.02
Add to Cart

b) Once selected, you will see a green Added to Cart message letting you know that the batch
was successfully added to the Label Cart.

Al Labats (1243) Batches (102)
New Batch C Refresh Add All Complete to Cart >
[ Batch Name Labels Time Created Batch Notes Batch Price All Labels A d
1 B 1706555347 2 Ot1/23/2024 515.02 Added to cart
View Batch

2 [ 1708644542 0 01/30/2024
~

Edit a Single Batch
a) to editthe selected batch, select Edit, and you will be redirected to Create a Batch page.
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Al Labals (1243) Batchas (102)

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

1 [ 1706655347 2 01/28/2024 $15.02

2 [ 1706644542 0 04/30/2024
Duplicate
Flag

3 O 1707772780 0 02122024

Delete

b) Once selected, you will be able to see all of the labels within that specific batch. (Note, the
associated batch name and batch symbol will be displayed throughout the application for
easier tracking).

<_Back to Baiches

Labais In the batoh sutomatically ssvs 85 you entsr information.

Batch: February 27th Release (1 Label) Edit l I O Refresh
Batch Summary Sender Information Batch Notes
Total $46.25 Superhero Inc None

2750 RANDOM ST
WALMUT CREEK, GA, 94597-2732

Add From File Upload Add All Gomplete to Cart >

This Label Manager table is sorted by date and time created. Each new label will appear at the top of the table.
O Ship Date Recipient Service and Package Package Details Extra Services Total Price  All Labels -

1 O 01/17/2025  Clark Kent

glE: Flat Rate Envelopa frams 1 + Add Extra Services $46.25

2= February 27th Releasa

Value: $150
29 POSTAL RD I i J——
MUNICH, DE p—— Edit Package Details -

Duplicate a Single Batch
a) toduplicate the selected batch, select Duplicate.
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Al Labals (1243) Batchas (102)

[ Batch Name Labels Time Created Batch Notes Batch Price All Labels -
1 [0 170556347 2 01r2are0z4 $15.02
Add to Cart
Edit
2 [0 1708644542 0 DA/E0/2024
Duplicate
Flag
3 0 O2r2/2024
O 1707772780 / Detete

Flag a Single Batch as Priority
a) toflagthe selected batch as a Priority, select Flag as Priority.

All Labels (1213) Batches (102)
New Batch C Refresh Add All Complete to Cart >
[] Batch Name Labals Time Created Batch Notes Batch Price All Labels -
1 [ 1708555347 2 01/28/2024 $16.02
Add to Cart
Edit
z D 1706644542 0 0173002024
Duplicate
Flag
3 [ 1707772780 0 02M2/2024 Delete

b) Once selected, you will see a Red Flag beside the ship date of the labels within the
selected batch.
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< _Back to Batches

Labais 17 ths batch sutomatical) ssvs 85 you entsr information.

Batch: February 27th Release (1 Label) cait l I C Retresn
Batch Summary Sender Information Batch Notes
Total $46.25 Superhero Inc MNone

2750 RANDOM ST
WALNUT CREEK, CA, 94597-2732

m Add All Complte to Cart >

This Label Manager tabie is sorted by date and time created. Each new labe! will appear at the top of the table.
O Ship Date Recipient Service and Package Package Details Exira Services Total Price  All Labels -

1 E 01/17/2025  Clark Kent Priority Mail Internaticnal® Flat Rate Envelope Items 1 + Add Exira Services $46.25

29POSTALRD & February 27th Relesse :Feﬁ sfo - Add to Cart n
MUNICH, DE Edit Service And Package Edit Package Detaily

Delete a Single Batch
a) todelete the selected batch from your Label Manager, select Delete.

All Labels (1213) Batches (102)
New Batch C Refresh Add All Complete to Cart >
[0 Batch Name Labels Time Created Batch Notes Batch Price All Labels -
1 [0 1706555347 2 01/2e/2024 515.02
Add to Cart W
Edit
2 [ 1706644542 0 01/30/2024
Duplicate
Flag
3 0 0222024
O 1707772780 / Delete
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All Actions for Multiple Batches

There are multiple actions that you can take for multiple batches at one time within your Label
Manager.

Duplicate Multiple Batches
a) toduplicate the selected batches, select Duplicate.

All Labals (1219) Eatches (105)
New Batch C Refresh Add All Complete to Cart >
Duplicate
[] Batch Name Labels Time Created Batch Notes Labels -

Flag as Priority

1 B 1706856347 2 01/20/2024 4 Delete
AddtoCart | v
2 1706644542 1 01/3002024 520,69
a ' Add to Cart

Flag Multiple Batches as Priority
a) toflagthe selected batches as a Priority, select Flag as Priority.

All Labals (1219) Batches (105)
New Batch C Refresh Add All Complete to Cart >
Duplicate
[ Batch Name Labels Time Created Batch Notes Labels -
Flag as Priority

1 B 1708555347 2 017282024 5| Delete
S Add to Cart v
z 1706644542 1 0173002024 $20.69
g Add to Cart

b) Once selected, you will see a Red Flag beside the ship date of the labels within the
selected batches.
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<_Back to Batches
Labais In the batch sufomaticaly save &5 you entsy infon

Batch: February 27th Release (1 Label) cait l I C Retresn
Batch Summary Sender Information Batch Notes
Total $46.25 Superhero Inc MNone

2750 RANDOM ST
WALNUT CREEK, CA, 94597-2732

Add From File Upload Add All Complete to Cart >

This Label Manager tabie is sorted by date and time created. Each new labe! will appear at the top of the table.
O Ship Date Recipient Service and Package Package Details Exira Services Total Price  All Labels -

1 E 01/17/2025  Clark Kent Priority Mail Internaticnal® Flat Rate Envelope Items 1 + Add Exira Services $46.25
20POSTALRD & February 27th Release Value: $150 Add to Cart

MUNICH, DE Edit Service And Package

Edit Package Details

Delete Multiple Batches
a) to delete the selected batches from your Label Manager, select Delete.

All Labels (1219) Batches (105)
New Batch C Refresh Add All Complete to Cart >
Duplicate
[] Batch Name Labels Time Created Batch Notes Labels -
Flag as Priority

1 [ 1706555347 2 01/29/2024 Delete
Add to Cart v
2 I 1706844543 1 01/30/2024 $20.69
' AddtoCart | v
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All Other Actions in Batches Tab
There are multiple other actions that you can take within the Batch tab of the Label Manager.

Filtering Batches in Label Manager
a) Tofilter your label(s) by a certain category (All Batches, Complete, or Incomplete), select

the All Labels dropdown located at the top of the table.

Al Labals (1249) Batchas (105)
New Batch C Refresh Add All Complete to Cart >
[] Batch Name Labels Time Created Batch Notes Batch Price All Labels: -
All Batches
1 [0 1706555347 2 01/28/2024 $15.02 Complete
Incomplete

2 1706644542 1 01/30/2024 520.69
L1 1rosesssaz ' Add to Cart

Refreshing Batches in Label Manager
a) Torefreshyour Label Manager, select Refresh.

All Labels (1219) Batches (105)
Mew Baich  Refresh Add All Complete to Cart >
[ Batch Name Labels Time Created Batch Notes Batch Price All Labels -

1 n 1706555347 2 /2872024 515.02
Add to Cart v
2 1706644542 1 01/3002024 520.69
B trogessssy ' Add to Cart
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Add All Completed Batches to Label Cart
a) To add all of the completed batches within your Label Manager to the Label Cart at once,
select Add All Complete to Cart.

All Labels (1219) Batches (105)
Mew Baich  Refresh Add All Complete to Cart >
[ Batch Name Labels Time Created Batch Naotes Batch Price All Labels -

1 ﬂ 1706566347 2 /2872024 515.02
A AddtoCart | v
2 1706644542 1 01/3002024 520.69
B 1r066sd5e7 ' Add to Cart
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