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SCAN Forms 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 27th, 
2025. For more information on the Enhanced Click-N-Ship® application, see Enhanced Click-N-
Ship® Overview.   

The SCAN Forms page is split up into two main sections:  

1) New SCAN Form – create and manage new Shipment Confirmation Acceptance Notice 
(SCAN) Forms. 

2) Recent SCAN Forms – view, print, and reprint recently created Shipment Confirmation 
Acceptance Notice (SCAN) Forms.  

 

 

 

This user guide will cover all of the functionalities and features available within the Enhanced Click-
N-Ship® SCAN Forms tab 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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SCAN Form Management 
Within the SCAN Forms tab, you will be able to create, manage, print, and reprint Shipment 
Confirmation Acceptance Notice (SCAN) Forms which streamlines the process by which the USPS 
physically accepts your daily shipments. 
 

1) Navigate to SCAN Forms  
a) Click on the SCAN Forms tab located on the landing page. 

 

b) Once the SCAN Form Management page, if no labels are eligible for a SCAN Form, the 
New SCAN Form tab will be empty, and this message will be displayed.  
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Al Actions within New SCAN Form Tab 
Creating a New SCAN Form 
To begin creating a New SCAN Form, you must have eligible labels for a SCAN Form. View your 
Recent SCAN Forms or Shipping History for previous labels or create more labels. Once you have 
eligible labels available for a SCAN Form, they will be displayed in the New SCAN Form tab. 

a) To begin creating a new SCAN Form, select the New SCAN Form tab from the SCAN Form 
Management page.  

b) Then, refer to the Labels Available to Add to SCAN Form section and select Add or Add All.  

 

c) Once the label is added to a new SCAN Form, the recently added label will be listed in the 
Labels Included on SCAN Form section.  

i. Note, a different SCAN Form will be created for each ship from ZIP Code™ for each Ship 
Date. You can utilize the drop-downs to view labels eligible for each SCAN Form. 

( a ) 

( b ) 

https://cnsb.usps.com/history/orders
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d) To proceed with creating your new SCAN Form, you will be required to select the checkbox 
indicating that “SCAN Form labels are nonrefundable if they are not shipped with the SCAN 
form and that no changes can be made to the SCAN Form after printing”.  

e) Once selected, select the Create SCAN Form button. 

 
f) The new SCAN Form will then be downloaded as a PDF, and you will see the following SCAN 

Form Confirmation popup modal.  

( i ) 

( c ) 

( d ) 

( e ) 
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All Actions within Recent SCAN Forms Tab 
Printing / Reprinting a SCAN Form 
Within the Recent SCAN Forms tab, you will be able view and reprint any of the previously created 
SCAN Forms (if eligible). Note, SCAN Forms created before 1/19/2025. Only new SCAN Forms 
created after 1/19/2025 will be able to be viewed and reprinted. 

a) To begin select the Recent SCAN Forms tab from the SCAN Form Management page. 

 

b) To reprint a previously created SCAN Form, select the Print button and the SCAN Form will 
then be downloaded as a PDF.  

i. Note, only SCAN Forms with Ship Dates in the future are available to print (until 11:59 
Central Standard Time of the SCAN Forms Ship Date). 

 


