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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: 

 

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

 

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

 

c) Once your contacts have successfully imported, you will see a green banner.  
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Importing Contacts via CSV File 
a) To import your contacts via CSV file, select Import Contacts. 

 

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.  

Postal Drive 

Forrest, VA 78945 



6 
 

 

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

 

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

(b) 

(c) 

(d) 
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c) Contact Address (Option 1): manually enter the contact address in the required* text fields. 
d) 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. 
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e) If the 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. 
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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.  
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All Actions for a Single Contact 
1) Select Contact 

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

dropdown. 

 

Create a New Label from a Single Contact 
a) To create a label using the information from the selected contact, select Create Labels from 

the dropdown or select New Label. 

 

(b) 
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Delete a Single Contact 
a) To delete the selected contact from your Address Book, select Delete from the dropdown or 

select the hyperlinked Delete button.  

 

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

 

Add a Single Contact to a Group 
a) To add the selected contact to a Group, select Add to Group from the dropdown. 
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Remove a Single Contact from a Group 
a) To remove the selected contact (if in a group) from a group, select Remove from Group from 

the dropdown. 

 

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

contact information. 
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b) Edit the Contact Information and select Save Contact when finished. 
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All Actions for Multiple Contacts 
1) Select Multiple Contacts 

a) Select the 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.  

 

Create New Labels from Multiple Contacts 
a) To create a label using the information from the selected contacts, select Create Labels from 

the dropdown. 

 

(b) 

(a) Postal Drive 
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Delete Multiple Contacts 
a) To delete the selected contacts from your Address Book, select Delete from the dropdown.  

 

Export Multiple Contacts 
a) To export the 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. 

 

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

Postal Drive 

Forrest, VA 78945 

Postal Drive 

Forrest, VA 78945 



16 
 

 

Remove Multiple Contacts from a Group 
a) To remove the selected contacts (if they are in a group) from a group, select Remove from 

Group from the dropdown. 
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All Actions for a Group of Contacts 
1) Select a Group 

a) Select the group that you would like to perform an action on. 

 

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. 

 

Edit a Group of Contacts 
a) To edit the name of a group, select the hyperlinked Edit button beside the group name. 
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b) Once selected, a text field will be displayed. Edit the group name as needed and once it is 
finished, select Save. 

 

Delete a Group of Contacts 
a) To delete a group from your Address Book, select the hyperlinked Delete button beside the 

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

 

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.   

 
(a) (b) 
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All Other Actions Within Address Book 
 

Delete All Contacts 
a) To delete all your saved contacts within your Address Book at once, select the Delete All 

button located at the top of the page. 

 

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. 

 

Search for Contacts with Search Bar 
a) To search 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. 
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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. 

 

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. 

Postal Drive 

Forrest, VA 78945 

Postal Drive 

Forrest, VA 78945 

Postal Drive 

Forrest, VA 78945 

Postal Drive 

Forrest, VA 78945 



22 
 

 

 

 

 

 

 

 

Postal Drive 

Forrest, VA 78945 

Postal Drive 

Forrest, VA 78945 

Postal Drive 

Forrest, VA 78945 


