= UNITED STATES
Bd POSTAL SERVICE.

United States Postal Service
Click-N-Ship®: Address Book
User Guide

Last Updated —January 20", 2026

*Please note that this guide will be continuously updated.



Address Book Overview

Click-N-Ship® is specifically designed to allow business and personal account customers to more
effectively and efficiently create, pay, and print their domestic and international labels. For more
information on the Click-N-Ship® application, see Click-N-Ship® - The Basics.

The Click-N-Ship® Address Book provides the ability to view, create, manage, import, and export
your contacts individually or by group:
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Welcome to the new address book! Don't forget to sync your contacts. If you have contacts and groups from your existing address book, Sync All Contact
you can sync them quickly. You can &lso add & new contact or impert multiple contacts with a file with the options below. ync ontacts

This user guide will cover all the functionalities and features available within the Click-N-Ship®
Address Book 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/Click-N-Ship-The-Basics
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How to Add New Contacts

Sync All Contacts from your USPS® Address Book
a) Tosync all your previous contacts from your USPS® Address Book, select Sync All Contacts.

Label Manager / Shipping History / Address Book [ USPS Connect® [ Direct Connect [ Preferences

Welcome to the new address book! Don't forget to sync your contacts. If you have contacts and groups All Contacts
from your existing addreas book, you can sync them quickly. You can also add a new contact or import Sync ontac

multiple contacts with a file with the options below.

b) SelectYes, Sync Contacts & Groups to begin importing your contacts.

Sync All Existing USPS Contacts

This will import all the contacts you currently have in the USPS Address Book to this new Click-M-
Ship address book. All contacts and their associated groups will be transferred.

You can sync all groups and contacts at once, or you can select ‘Mo, Gancel® and choose to
manually export from the previous address book and import specific contacts and groups into this
new address book.

Would you like to sync all your existing USPS contacts to this new address book?

| Yes, Sync Contacts & Groups ‘ Mo, Cancel

c) Onceyour contacts have successfully imported, you will see a green banner.



Click-N-Ship® o can

Label Manager / Shipping History / Address Book / USPS Connect® / DirectConnect / Preferences

I @ Success! All contacts & groups from your existing USPS address book have been synced! X

My Address Book + Add New Contact Impert Contacts
| Search Address Book Q l l Select Labels and Choose Action ~ l

Sort By [ SelectAll

Viewing 1-7 of 7 contacis

Importing Contacts via CSV File
a) Toimportyour contacts via CSV file, select Import Contacts.

My Address Book + Add New Contact
Select Contacts and Choose Action ~

All Contacts (8) ~

Search Address Book Q |

RSTUVWXYZ AL [ salact Al

Sort By International All

Last Name A-Z ~ O Postal Drive Edit Delete New Label

Forrest, VA 78945

b) Select Browse Files to select a CSV file with your contact list.

c) Select Import Contacts once ready.

d) If you would like to download the template that will assist you in successfully importing your
contacts, select Download Template.



¢ Back to Address Book

How to Import

Import Contacts
1. To beqgin, download an address book template. You must use the

*You can import all of your contacts at once. Or, you can upload specific files and put them in headers provided in this template.
existing or new groups. You also have the ability to add to or remove from a group later.

Select your .csv file @

2. The GSV {.csv) file must contain the following:
First Name and Last Name OR Company

°

@ Address

File Selected: CMSv2 contacts.csv .
o Gity
@ State/Province
o ZIP Gode

Add to Groups (optional)

3. Ghoose the (.cav) file you would like to import by selecting Browse
Files.
My Groups

s

- {Optional) Add the contacts in your file to an existing group and/or
create a new group.

5. Select Import Contacts to import your file.
Greate New Group

+ Add Another Group

fmpert Gontacts

Adding a New Single Contact
a) To add a contact with detailed Contact Information, select + Add a Contact

Search Address Book Q | Select Contacts and Choose Action ~
ABCDEEGHIJKLMNOPQ
RSTUVWXYZAL [ select Al All Contacts (8) -
Sonby International All

Last Name A-Z - O Postal Drive Edit Delete New Label

Forrest, VA 78945

b) Contact Name: manually enter the contact information within the required details* textbox.



d)

MNew Contact

* Indicates a required fild

MName (or Company)

[ ] This address is a business

() Share with Company @

“First Mame MI

“Last Mame

0|

©

Enter the first name (required, up to 50 characters).
First Mame is required

Enter the last name (required, up to 50 charactars).
Last Mame is required

Micknamsa

Contact Address (Option 1): manually enter the contact address in the required* text fields.
Contact Address (option 2): enter the contact address in the required™ text fields by utilizing
our new Copy & Paste feature. Note, this feature is only available for US Domestic Addresses

and does not support International Addresses.




Address GCopy & Paste US Address

“Country

United States of America W
“Address Apt/Suite’Dther
“City “State *ZIP Coda™

(0 ‘ ‘ AL - Alabar ‘ )]
Enter the city name (required, up to 50 characters). Enter your 5 or 9-digit ZIP Coda™
City is required {requirad).
Zip is required

e) Ifthe Copy & Paste US Address feature was selected an empty text box will expand. Once the
address is copied & pasted into the textbox, the address details will automatically populate in
the respective street address, city, and zip code text fields as needed.



Address Hide Copy and Paste US Address

“Country

United States of America A

Addrass

Paste US address here and the form will auto-fill below. Use commas or line breaks between address
lines. Please exclude name and company.

“Address AptSuite’Dther
“City “State *ZIP Coda™
Q) ‘ ‘ AL - Alabar ‘ Q)
Enter the city name (required, up to 50 characters). Enter your 5 or 9-digit ZIP Coda™
City is required [requirad).
Zip is required

f) Contact Information: enter the contact US phone number and email. Note, international
phone numbers are not supported. Select Save Contact to save the contact.

Contact Information

Phone Mumbear Email

namsa@example.com

Enter a U.5. phone number ‘

Save Contact ‘ Cancel




All Actions for a Single Contact
1) Select Contact

a) Selectthe checkbox of the contact that you would like to perform an action on.
b) Once the contactis selected, select the Select Contacts and Choose action

dropdown.

My Address Book

Search Address Book Q l l Salect Contacts and Choose Action ~ (b)
ABCDEEGHIJKLMNOPQ
BESTUVYWXYZAL [ selectAl
Sort By International All

Last Name A-Z v O Postal Drive

Forrest, VA 78945
Grou
My = Rocky Moose Bullwinkle (Canada TV)
0 700 W PENDER 5T 700 W PENDER ST, VANCOUVER, EC VEC
All Contacts 158, CANADA
VANCOUVER, BC. VBC 1GB, CA
Mause Company (2) Edit Delste
Balmain Group {2) Edit Delste Jane Doe
Postal Drive

Forrest, VA 78945

Create a New Label from a Single Contact

+ Add New Contact Import Contacts
Export All

All Contacts (8) ~

Edit Delete New Label
Edit Delete Mew Label
Edit Delete Mew Label

a) Tocreate alabel using the information from the selected contact, select Create Labels from

the dropdown or select New Label.

My Address Book

Search Address Book Q Selact Contacts and Choose Action =
ABGDEEGHIJKLMNOEPQ Greate Labels
ESTUVYWXYZALL
Add to Group
Sort By
Export e
Last Name A-Z ~
Delete
LTS Remove from Group
All Contacts
Ricky Bobby
Postal Drive

Forrest, VA 78945

+ Add New Contact Import Gontacts
Export All

Viewing 7-10 of 13 contacts

Edit Delete MNew Label
Edit Delete New Label
Edit Delete New Label

10



Delete a Single Contact
a) Todelete the selected contact from your Address Book, select Delete from the dropdown or
select the hyperlinked Delete button.

My Address Book + Add New Contact Import Gontacts
Search Address Book Q l [ Select Contacts and Choose Action = Export All

ABCDEFEGHIJKLMNOPGQ Create Labels Viewing 1-10 of 13 contacts

Add to Group
SarEEY Edit I Delete I l New Label l
Export s
Last Mamea A-Z W
Delete
My Groups Edit Delete New Label

Bemove from Group

Ricky Bobby
Postal Drive Delete New Label

Forrest, VA 78945

All Contacts

m
=

Export a Single Contact
a) Toexportthe selected contact from your Address Book, select Export from the dropdown.

My Address Book Import Contacts

Search Address Book Q l [ Select Contacts and Choose Action =
ABCDEEGHIJKLMNOPGQ Create Labels Viewing 1-10 of 13 contacts
BSETUVWXYZALL
Add to Group
Sort By Edit Delete New Label
Export 2
Last Mame A-Z '
Delete
Edit Delete New Label
& Edit Delete
My Groups Remove from Group
All Gontacts
Ricky Bobby
Postal Drive Edit Delete New Label

Forrest, VA 78945

Add a Single Contact to a Group
a) To addthe selected contact to a Group, select Add to Group from the dropdown.

11



My Address Book

+ Add New Contact

Search Address Book Q l [ Select Contacts and Choose Action =

Sort By

Create Labels

Add to Group

Im

Last Name A-7

My Groups

All Contacts

Export

Delete

Bemove from Group

Im

Ricky Bobby

Postal Drive
Forrest, VA 78945

m

Import Contacts

Export All

WViewing 7-10 of 13 contacts

New Label

New Label

New Label

Remove a Single Contact from a Group
a) Toremove the selected contact (if in a group) from a group, select Remove from Group from

the dropdown.

My Address Book

+ Add New Contact

Search Address Book Q l [ Selact Contacts and Choose Action =
ABCDEEGHIJKLMNOEPGQ Greate Labels
BRSTUVWXYZALL
Add to Group
Sort By
Export
Last Mama A-Z
Delete
Gi
LT Bemove from Group
All Contacts

Im

m

Ricky Bobby

Postal Drive

Forrest, VA 78945

m

Import Contacts

Export All

WViewing 7-10 of 13 contacts

New Label

New Label

New Label

Edit a Single Contact

a) To edit the selected contact, select the hyperlinked Edit that is located on the right of the

contact information.

12



My Address Book + Add New Contact Import Contacts
Search Address Book Q l l Select Contacts and Choose Action =

ABCDEFGHIJKLMNOERG [ seect Al Viewing 1-10 of 13 contacts

Canada Address
Sort By | Postal Drive Edit | Delete New Label
Forrest, VA 78945
Last Name A-Z w

b) Editthe Contact Information and select Save Contact when finished.

New Contact (T Share with Compary @

* Indicates a required fisld

Name (or Company)

[] This address is a business

“First Name Ml “Last Name

| l |

Hicknama

Address

“Country

United States of Amarica ‘ v l

“Agdress AptSunsOther

| | l

“Clty “State “ZIP Cogs™

| | [2oee] | l

Contact Information

Fhone Humber

Enter a 1U.5. phona number

Emall

l name@example com

=

13



All Actions for Multiple Contacts

1) Select Multiple Contacts
a) Selectthe checkbox of the contacts that you would like to perform an action on or
select the Select All Checkbox to select all contacts.
b) Once contacts are selected, select the Select Contacts and Choose action
dropdown.

My Address BOOk Import Contacts

Search Address Book Q l I Selact Contacts and Choose Action v I (b)

ABCDEEGHIJKLMNOPQ Viewing 1-10 of 13 contacts

Canada Address

e g Postal Drive Edit Delete New Label
Forrest, VA 78945
Last Mame A-Z “
Betty Bo
My Groups (a - Postal Drive Edit  Delete New Label
Forrest, VA 78945
All Contacts
Ricky Bobby
= Postal Drive Edit Delete New Label

Forrest, VA 78945

Create New Labels from Multiple Contacts
a) Tocreate alabel using the information from the selected contacts, select Create Labels from
the dropdown.

My Address Book Import Contacts

Search Address Book Q Select Contacts and Choose Action =
ABCDEEGHIJKLMNOPGQ Create Labels Viewing 1-10 of 13 contacts
RETUVWXY ZAL

Add to Group
Sort By Edit Delete New Label
Export I
Last Mamea A-Z hd
Delete
Edit Delete New Label
G Edit Delete
My Groups Remove from Group
All Contacts
Ricky Bobby
<] Postal Drive Edit Delete New Label

Forrest, VA 78945
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Delete Multiple Contacts
a) Todelete the selected contacts from your Address Book, select Delete from the dropdown.

My Ad d ress BOO k Import Gontacts

Search Address Book Q l [ Select Contacts and Choose Action = Export All
ABCDEEGHIJKLMNOPGQ Greate Labels Viewing 1-10 of 13 contacts
BESTUVYWXYZALL
Add to Group
Sort By Edit Delete New Label
Export o
Last Name A-Z ~
Delete
Edit Delete New Label
Gi T o
LTS Bemove from Group
All Contacts
Ricky Bobby
[~ Postal Drive Edit Delete New Label

Forrest, VA 78945

Export Multiple Contacts
a) To exportthe selected contacts from your Address Book, select Export from the dropdown or
select Export All to export all of the contacts within your Address Book.

Search Address Book Q l [ Select Contacts and Choose Action ~

ABCDEEGHIJKLMNOPGQ Create Labels Viewing 1-10 of 13 contacts
BSETUVWXYZALL
Add to Group
Sort By Edit Delete New Label
Export I
Last Mame A-Z '
Delete
Edit Delete New Label
& Edit Delete
My Groups Remove from Group
All Gontacts
Ricky Bobby
<] Postal Drive Edit Delete New Label

Forrest, VA 78945

Add Multiple Contacts to a Group
a) To add the selected contacts to a Group, select Add to Group from the dropdown.

15



My Address Book Import Contacts

Search Address Book Q l [ Selact Contacts and Choose Action =
ABCDEEGHIJKLMNOPGQ Create Labels Viewing 1-10 of 13 contacts
BSTUVWXYZALL
Add to Group
Sort By Edit Delete New Label
Export s
Last Mamea A-Z W
Delete
Edit Delete New Label
G Edit Delete
My Groups Bemove from Group
All Contacts
Ricky Bobby
[~] Postal Drive Edit Delete New Label

Forrest, VA 78945

Remove Multiple Contacts from a Group
a) Toremove the selected contacts (if they are in a group) from a group, select Remove from
Group from the dropdown.

My Address Book Import Contacts

Search Address Book Q l [ Selact Contacts and Choose Action =
ABCDEEGHIJKLMNOEPRQ Greate Labels Viewing 1-10 of 13 contacts
BRSTUVWXYZALL
Add to Group
Sort By Edit Delete New Label
Export s
Last Mama A-Z w
Delete
Edit Delete New Label
G _
LT Bemove from Group
All Contacts
Ricky Bobby
B ocaipive Edit Delete New Label

Forrest, VA 78945

16



All Actions for a Group of Contacts

1) Select a Group
a) Selectthe group that you would like to perform an action on.

My Address Book Import Contacts

Search Address Book Q l l Select Contacts and Choose Action ~ Export All

ABCDEEGHIJKLMNOPOQ [ select Al Viewing 1-10 of 13 contacts

Canada Address

Sort By O postal Diive Edit  Delete New Label

Forrest, VA 78945

Last Name A-Z w
Betty Bo

My Groups O Postal Drive Edit Delete New Label
Forrest, VA 78945

All Contacts
Ricky Bobby

Group 1{2) Delete Postal Drive i Delete New Label

Forrest, VA 78945

Group 2 (2) it Delete

View All Contacts within a Group
a) Once the group is selected, the contacts that are in that specific group will be displayed on
the right side where you can perform actions to, if needed.

My Address Book + Add New Contact Import Contacts
Search Address Book Q l l Select Contacts and Choose Action =

ABCDEEGHIJKLMNOPRQ Group 1 (2)
BSTUVWXYZALL 0] Selectan Viewing 1-2 of 2 contacts
Sort By

Canada Address
Lt Name Az . O Postal Drive di Delete New Label

Forrest, VA 78945

My Groups Betty Bo
o Postal Drive di Delete New Label

Forrest, VA 78945

m

Im

All Gontacts
Group 1(2) Edit Delete Results perpage | 10+
Group 2 {2) Edit Delete

Edit a Group of Contacts
a) To editthe name of a group, select the hyperlinked Edit button beside the group name.

17



My Groups

All Gontacts
Group 1 (2) Edit | Delete
Group 2 (2) Edit Delste

b) Once selected, a text field will be displayed. Edit the group name as needed and onceiitis
finished, select Save.

My Groups
All Contacts
‘ Group 1 \ oave |Gancel
Group 2 (2) Edit Delete

Delete a Group of Contacts
a) Todelete a group from your Address Book, select the hyperlinked Delete button beside the
group name.

My Groups
All Gontacts
Group 1 (2) Edit| Delete
Group 2 (2) Edit Delete

18



b) Once selected, a Delete Group popup modal will be displayed. Select a delete option,
then select Delete to proceed.

Delete Group

O Delete Group

This will only delete the group, not the contacts in it.
O Delete Group and Addresses

This will delete the group AMD all the contacts in it.

NOTE: Deleting the group AND all the contacts in it will delete all contact information, even if the contact is in
another group. This can' be undone.

\

Create a New Group of Contacts
a) To create a new group, refer to the bottom of the Address Book page and in the Create New
Group textbox, enter the Group Name.
b) Then, select Add.

My Groups

All Contacts

Group 1 (2) Edit Delete

Group 2 (2) Edit Delete
Create Mew Group

(a)

19



All Other Actions Within Address Book

Delete All Contacts
a) Todelete all your saved contacts within your Address Book at once, select the Delete All
button located at the top of the page.

Search Address Bock Q l [ Select Contacts and Choose Action - l

ABCDEFGHIJKLMND [ Saelect Al Delete All Viewing 1-4 of 4 contacts

b) Once selected, you will be presented with a popup modal. To proceed with deleting all your
contacts, select Yes, Delete All My Contacts.
i. Note: Deleting all contacts cannot be undone. This will clear your address book.

Are you sure you want to delete all contacts?

Deleting all contacts cannot be undane. This will clear your address book.

Yes, Delete All My Contacts ‘ Mo, Nevermind

Search for Contacts with Search Bar
a) Tosearch for a specific contact within your Address Book, type in the contact’s name (first,
last, or company) or address in the contact search bar. As you type in the contact
information, the suggested contact(s) will be displayed.

20



I[ 20 Q I l Select Contacts and Choose Action ~

ABCDEEGHIJKLMNOPO  []sucn Viewing 1-3 of 3 contacts

Betty Bo
Sort By | Postal Drive Edit Delete New Label

Forrest, VA 78945
Last Name A-Z v

Filter your Contacts by Alphabetical Letter
a) To sort the contacts within your Address Book by alphabetical letter(s), select a specific
letter and the contacts will be displayed.

My Address Book Import Contacts

Search Addrass Book Q l l Selact Contacts and Choose Action ~

ABCDEFGHIJKLMNOEPQG [ select Al Viewing 1-10 of 13 contacts

Canada Address
Sert By O Postal Drive Edit Delete New Label
Forrest, VA 78945
Last Name A-7 w
Last Name A-Z Betty Bo
O Postal Drive Edit Delete New Label
First Mame A-Z Forrest, VA 78945
First Nama Z-4A
ey n D oo
. Edit Delete MNew Label
Company Z-4 Postal Drive

Forrest, VA 78945

Group 2 (2) Edit Delete

Sort your Contacts by Filter
a) To sort the contacts within your Address Book by a specific order and filter, select the Sort
By dropdown and select a sorting option.

21



My Address Book Import Contacts

Search Address Book Q l l Select Contacts and Choose Action = Export All

ABCDEFEFGHIJKLMMNOFPAQ [ Select Al Viewing 1-10 of 13 contacts

Canada Address
Sort By O postal Drive Edit Delete New Label
Forrest, VA 78945
Last Name A-Z W
Last Name A-Z Betty Bo

Last Name Z-A O postal Drive Delete New Label

Forrest, VA 78945

First Mama A-7

First Mame Z-A
Company A-Z Ricky Bobby
O Postal Dri Edit Delete New Label
Company 2-A ostal Drive
! Forrest, VA 78945
T Group 2 2]
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