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Label Creation 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.

Click-N-Ship® offers five label creation methods:

1)

2)

3)

4)

5)

6)

Create a Single Label: create individual labels manually with our Classic or Quick-Flow
label creation process.

Create a Batch: organize your labels into a batch and utilize our streamlined multi-label
creation process.

Import Labels: import multiple labels via File Upload or an Online Marketplace and
continue editing in Label Manager.

Start From Address Book: start multiple labels in Label Manager by Bringing in addresses
from your Address Book.

Create a Local XChange Label: create a Local XChange label to drop off at a USPS Smart
Locker.

Create a PMOD/ Drop Shipment (Business Users Only): create a shipment of packages or
mail pieces to send to one postal facility for streamlined distribution.

This user guide will cover all the Label Creation Methods available within the Click-N-Ship®
application and will serve as a step-by-step guide on how to use them. 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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Create a Single Label (Classic View)

Create individual labels manually with our improved classic label creation process.



Domestic Label
Create a domestic label for a single recipient following the steps below.

1) Begin Single Label Creation Process - Two Options
a) Option 1: Click on Create This Label located on the landing page or New Label in
the top right corner.

Lsbel Mensger |  ShippingHistory / AddressBook | USPSConnect® | DirectGonnect / Prefersnces /  SGAN Forms
Shaw Waters Enter a Label or Tracking Number to View Label Details
Account #
Start Shipping More Print & Ship Options
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into & batch to edit within Label markstplaces & sasily import
l Search your Address Book Q ] Manager. labels for customer orders_
First Hama M Last Hame Company
=S &
- Copy & Paste US Address
Create a Batch Create a PMOD /
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Create This Label

b) Option 2: Click on New Label located on the Label Manager page.



Lebel Mansger /  Shipping History / AddressBook / USPSComnect® / DirectConmect | Praferences [  SGAN Forms

IManage, organize, and edit your saved shipping labels, group them into batches, and prepare them for purchase on this page.

Al Labels (1) Batches (0}
New Label l Use Address Book l l ' Refresh ] Add All Complete to Cart >

E New Label
by date and time created. Each new label will appsar at the top of the table.

§ New Batch jent Service and Package Package Details Extra Services Total Price All Labels w
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Brien First-Class Mail® Leter 2 §1.03

File Upload Edit Service And Package Edit Package Details

f o
AMNSEYE TRL

E- Marketplace Import POLIS, MD, 21401-6609

2) Enter Sender Details
The Sender Details section is pre-populated by default based on the address associated
with your account. To change or update this default address, refer to the Preferences tab
located at the top of the landing page.

a) To utilize a one-time return address, select the Use a one-time return address
checkbox.

Sender Details

¥ou can manage your return addressas in Preforences.

I|:| Use a ans-time return eddrass {DI

“ESalect your return addess

Clark Kent

300 SUPERMAN ST i
CHARLOTTE, MG 28262-2550

Ehip from a difierent ZIP' Code™

b) Ifthe Use a one-time return address is selected, a New Return Address modal
will be displayed.



i. To pre-populate the sender’s information from a saved contact in your
Address Book, enter the contact’s name in the Search your Address Book

text field and select the suggested contact.

New Return Address

Search your Address Book Q

ii. Sender Information: enter the sender information in the required* text

fields.

New Return Address

‘ Search your Address Book Q ‘

*Sender Information

Please provide first and last name and/or company.
First Name Ml Last Name

Enter your first name (max 50 characters). Enter your last name (max 50 characters).
First Name is required Last Mame is required

Company

o]

Enter your company name (max 50 characters).
Gompany is required

Phone (optional) “Email

(012) 345-6789 (0] ‘

Enter a valid US phone number {optional). Enter a valid email address.
Please enter a valid U.S. phone number Email is required




iii. Sender Address (option 1): manually enter the sender address in the
required* text fields.

iv. Sender Address (option 2): enter the sender 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.

Sender Address | Copy & Paste US Address I
Flease provide a valid address. Required fields are marked with an asterisk (7).

“Street Address Apt/Suite

| o] | |

Enter your street address.
Street Addrass is required

“City “State *ZIP Code™

‘ -G} ‘ ‘ Al - Alabama e | G} ‘
Enter your city (mex 50 characters). Enter your 5- or 8-digit ZIP Coda™.

City is required ZIF Code is required

|:| Save to Address Book

v. 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.



Sender Addre=z=s [Hide Copy and Paste US Address]
Please provide a valid address. Required fields are marked with an asterisk (7).

Address

Pasta IS address here and the form will auto-fill below. Use commas or line breaks between addrass lines.
Plea=za exclude name and company.

“Sireet Address Apt/Suite

o] |

Enter your street address.
Streat Address is required

“City “State “ZIP Code™

(D- ‘ ‘ Al - Alabama w ‘ (D
Enter your city (mex 50 characters). Enter your 5- or B-digit ZIP Code™.
City i= required ZIP Code i= required

vi. To save the sender’s information to your Address Book, select the Save to
Address Book checkbox.

vii. Once the sender’s information is entered and you are ready to proceed,
select Next.

[] saveto Address Book

[~ ]

c) To utilize a previously saved return address, select the toggle down located under
the Select your return address section, and select an address from the list.



Sender Details

You can manage your return addressas in Preferences.

[0 use = one-time rsturn eddress (L)

“Salect your retumn addess

Clark Kent

300 SUPERMAN 5T
CHARLOTTE, NG 28262-2550

2hip from a diffarent ZIP Code™

i. Once selected, you will also be able to create a new return address by
selecting the Create a new Sender Address hyperlinked option.

“ESalect your return addess

Clark Kent

300 SUPERMAN 5T
CHARLOTTE, NG 28262-2550

Clark Kent

300 SUPERMAN 5T
CHARLOTTE, NG 28262-2550

John Dos

300 SUPERMAN 5T
CHARLOTTE, NG 28262-2550

Ted Buckland Jr (FOLDER 3HOP)

Cregts 8 new Sendsr Addrsss

= =

d) Ifthe Create a new Sender Address option was selected, a New Return Address

modal will be displayed.
i. Referto the Edit Sender Details (Classic View) section of the Click-N-Ship®

User Guide to view the step on how to enter the sender details.
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ii. To setthe senderinformation as your default return address, select the Set
as Default Return Address checkbox.

iii. Once the sender’s information is entered and you are ready to proceed,
select Next.

Save to Address Book

ad
L

Ssat s Defeult Return Address I

e) Ifyou are shipping from a different ZIP Code™ than the ZIP Code™ indicated in your

f)

Return Address, please enter the correct shipping from ZIP Code™ in the Ship from
a different ZIP Code™field (e.g.: | am shipping items out of a warehouse in
Washington, DC, but items should be returned to my location in New York. | would

indicate | am shipping from Washington DC).

Sender Details

You can rmanage your return addressas in Preferences.

[ use s one-tims return eddress (Z)

“Salect your refurn addess

Clark Kent

300 SUPERMAN ST -
CHARLOTTE, NG 28262-2550

Ehip from a difierent ZIP' Code™

To opt into Sender Tracking Notifications, select the Send me tracking
notifications checkbox.

11



Email
john.doe@Egrmail com

Phone / 5MS Text Message
(704) 7B0-2387

|:| Send me tracking notificetions

g) Once the Send Me Tracking Notifications checkbox is selected, a Tracking
Notifications for Sender modal will be displayed.

Enter the desired emailin the Email text field or the phone number in the
Phone text field. (note, international phone numbers are currently not
supported by the Click-N-Ship® application).

Select the Type of Notifications that you want to receive.

Select Save to save these changes.

12



Tracking Notifications for Sender

Enter an email and/or phone number to receive notifications.

“Email Phone Number
name@example.com @ ‘ (012) 345-6799 O]
(i) Enter a valid email addrass (maxdmum 50 characters). Enter a valid phona number.
Email is required Please enter a valid U.S. phone number

Select which types of notifications you would like the user to receive.

Email Text

a
[« ]

All Below Updates

Expected Delivery Updates
Day of Delivery Updates
(il Package Delivery

Available for Pick Up

Delivery Exception Updates

(< < T < I < I < <]
(< [ < T < I < I < <]

Package in Transit Updates

3) Enter Recipient Details
Within the Click-N-Ship® application, you have the capability to either enter the recipient
details manually or select an address from your Address Book.

a) To pre-populate the recipient information from a saved contact in your Address
Book, enter the contact’s name in the Search your Address Book text field and
select the suggested contact.

i. To be redirected to your Address Book, select the Manage Address Book
hyperlink.

13



Step 1: Recipient Details

Search your Address Sook Cl

Manage Address Book

b) Recipient Information: manually enter the recipient’s information in the required*
text fields.

*Recipient Information

Please provide first name and last name and/or company

First Mame B Last Mame

Enter your first name (up to 50 characters). Enter your last name (up to 50 characters).
First Mame is requirad Last Mame ig requirad

Comparry

c) Recipient Address (Option 1): manually enter the recipient’s information in the
required* text fields.

d) Recipient Address (option 2): enter the recipient 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.

14



Recipient Address | Copy & Paste US Address

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

“Courtry

‘ Unitad States of America

“Street Addrecs AptSuite’Cther

o]

Enter your street address.
Street Address iz reguired

“City “Ctate

*ZIP Code™

0] ‘ ‘ AL - Alabama v‘

o

Enter the oty {up to D0 characiers,
emajis not allowed).

City iz required

Enter your 5-diget or JIF+3 code (g.g.,
12345 or 12345-5734).
ZIP Coda™ j= raguired

i. 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.

15



Recipient Address  Hide Copy and Paste US Address

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

“Country

United States of America A

Address

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

“Etreet Address AptSuiteCther

o]

Enter your street address.
Streat Address iz reguired

“City “State *ZIF Code™

o | ‘ AL - Alabama w | o
Enter the city {up to 50 characters, Enter your 5-digit or ZIP+4 code (e.g.,
emojis not allowed). 12345 or 12345-07349)

City is required ZIP Coda™ iz raquired

e) Reference Number(s): to have reference numbers or notes listed on your label,
enter the reference numbers or notes in the Reference Number / Note 1 and
Reference Number / Note 2 text fields.

i. Note: the reference numbers / notes will be printed on the label and have a
maximum character limit of 30 characters

Max Character Limit 30 Wax Charactar Limit: 20

f) Save to Address Book (optional): if the recipient information that you entered is
new and you would like to save it as a contact in your Address Book, select the Save
to Address Book checkbox.

i. Note, the contact information will only be saved to the Address Book once
the label is either saved to your Label Manager or added to the Label Cart.

16



UsSPS® Smart Lockers are available in select locations! They lat you ship to paople
via zelf-service pickup at free, secure Smart Lockers in Post Office  locations. You

will have the option to ship digible shipments to a USPS Smart Locker at checkout
Learn maore.

I Save 10 ADUrass Book

D Sand reciplent trecking notifications

[ Hold tor Pickup at Post Office™

g) Send Recipient Tracking Notifications (optional): if you would like the recipient to
receive text or email notifications about the package, select the Send recipient
tracking notifications checkbox.

i. Note, the recipient will receive a notification from USPS® asking them if they
would like to opt-in to tracking notifications.

ii. Note, First-Class Mail is not eligible for USPS Tracking.

USPS® Smart Lockers are available in 2olect locations! They lat you ship to pacple
via salf-saervice pickup at free, sacure Smart Lockers in Post Office  locations. You

will have the opticn to ship eligible shiprments to a USPS Smart Locker at checkout
Laarn maore.

[0 save to Addrsss Book

D Send reciplent trecking notifications

[ Hola for Picsup at Post OfMce™

iii. Once selected, a Tracking Notifications for Recipient modal will be

displayed where you will be required to enter the recipient phone number
and / or email

o Note, international phone numbers are currently not supported by

the Click-N-Ship® application.
Note, First-Class Mail is not eligible for USPS Tracking.

17



(i)

(ii)

iv. Selectthe Type of Notifications that you want the recipient to receive.

v. Select Save to save these changes.

Tracking Notifications for Recipient

Enter an email and/or phone number to receive notifications.

“Email Phone Numbser
hame@example.com ® (012) 345-6789
Enter a valid email address (maximum 50 characters). Enter a valid phone number.
Email is required Please enter a valid LS. phone number

Select which types of notifications you would like the recipient to receive.

Email Text

<
<

All Below Updates

Expected Delivery Updates
Day of Delivery Updates
Package Delivery

Awvailable for Pick Up

Delivery Exception Updates|

(< < I < < < < |
(<< I << <<

Package in Transit Updates

(iii)

h) Hold for Pickup at Post Office™ (optional): if you would like to have your package
held at a designated Post Office™ location for pickup, select the Hold for Pickup at

Post Office™ checkbox.

18



UsPS® Smart Lockers are available in salact locations! They lat you ship to
pecple via self-sarvice pickup at frea, sacure Smart Lockers in Post Offica™
locations. You will have the option to ship eligible shipments to a USPS Smart
Locker at checkout. Learm more.

[ save o agdress Soox

[ sendreciolant trecking notifications

I D Hold for Plckup 8t Post Office™ I

i. Once selected, a Hold for Pickup modal will be displayed. To find the
nearest Post Office™ location available for pickup, Enter the desire Zip
Code™in the Enter the ZIP Code™ text field.

Hold for Pickup

If available, yvou can select a Post Office™ to hold the shipmeant until the recipient picks it up.

“Entara ZIP Coda™

to salect a location

Mearest Location(s)
The shipment will be held until the recipient can pick it up.

ii. Selectthe desired Post Office™ from one of the options displayed.

19



(iii)

Hold for Pickup

If available, you can select a Post Office™ to hold the shipment until the recipient picks it up.

“Entara ZIR Coda™

28282

Mearest Location(s)

The shipment will be held until the recipient can pick it up.

0 NORTH TRYON
&700 M TRYOM 5T

Post Ofcs Howrs ()

) MEWELL
&106 OLD CONCORD RD

Post Ofcs Hows ()

CHARLOTTE, MC, 28213-8785

MEWELL, NC, 2B128-0897

iii. Toreceive text and / or email notifications to notify you or the recipient

Awailable Services:

Priority Mail Express®
Priority Mail®

USPS Ground Advantage™
Priority Mail® Cubic

USPS Ground Advantage™
Cubic

Available Services:

Priority Mail Express®
Priority Mail®

USPS Ground Advantage™
Priority Mail® Cubic

USPS Ground Advantage™
Cubic

that the package is ready for pickup, enter the email and / or phone number
in the respective text fields.
iv. Select Save to proceed to the next step.

*Enter an email and phone number for the sender and recipient to receive notifications.

Sender Email Recipiant Email
Enter a valid sender email address (e.g., youBsexample.com). Enter the recipient’s email address (s.g.,
Sender Email is required someone@axample.com).
Recipient Email is required
Sender Phone / SMS Taxt Message Recipient Phone / SMS Text Massage
(012) 345-6789 @ ‘ @ ‘

Enter a valid phone number for SMS notifications.
Please enter a valid U.S. phone number

Enter a valid phone number for SMS notifications.
Recipient Phone / SMS Text Message is required

(iv)

20



i) Confirm Sender and Recipient Details: once the sender and recipient details are
entered and you are ready to proceed to the next section, select Next (Note, you will
not be able to proceed to the next section unless this is selected).

USPS® Smart Lockers are available in solect locations They let you ship to
pecple via self-sarvice pickup at free, secure Smart Lockers in Post Off e’
ocations. You will have the option to ship eligible =hipments o a USPS Smart
Locker at checkout. Leam more.

[] seveto Addrass Sook

Sand reciplent trecking notifications

Emil Phans / 3MS Text Messags
Jonn.dos@gmall.com (704) 780-2387
Edit Motificetion Settings

Hold for Plckup a1 Post Oflice™
HORTH TRYON
A700 W TRYON 3T CHARLOTTE, NC 25213-8735
Post Office™ Hours  (7)

Changs Locstion

4) Select Hazardous Material Type
Does this package contain anything potentially hazardous? Examples of mailable
HAZMAT include batteries, perfume, paint, aerosols, and more. There are types of HAZMAT
that are not mailable. To view a detailed list of HAZMAT examples, select ‘View examples
of mailable and nonmailable hazardous material.

a) If your package DOES contain anything potentially hazardous, select ‘Yes, this
parcel contains potentially hazardous materials (HAZMAT)’.

b) If your package DOES NOT contain anything potentially hazardous, select ‘No, | am
not shipping anything potentially hazardous’ and you will be directed to the next
section.

c) AsofJuly 12™, 2026 —-there will be fees for domestic packages containing
hazardous materials (HAZMAT), including a handling fee to cover costs associated
with air transportation of mailable HAZMAT (applicable only to air transportation)
and a noncompliance fee that will be returned as postage due. To learn more about
this change, visit: https://public-inspection.federalregister.gov/2026-09584.pdf

21
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Step 2: Hazardous Materials

Does this parcel contain anything potentially hazardous?

Examples of mailable HAZMAT include batteries, perfume, paint, aerosols, and more. There
are types of HAZMAT that are not mailable.

View what is mailable and what is nonmailable HAZMAT

Do Not Mail Mercury! Mercury is a hazardous, silver liquid metal. Mercury is inside
many older devices like barometers, thermometers, blood pressure cuffs,
thermostats, and switches. Learn more.

(a) Yes, this parcel containz potentially No, | am not shipping anything potentially (b)
hazardous material (HAZMAT) hazardous

“What type of mailable HAZMAT are you mailing? (If not listed, it may not be mailable. Leam Morg)

Select

(©) *Note: A HAZMAT handling fee may be applied. Fees vary by service type and will
show in your Label Summary once a service is selected.

i. Once selected, a HAZMAT modal will be displayed. Read through the list of
Mailable and Nonmailable HAZMAT types and select l understand to
proceed with selecting a category type.

ii. Ifyou are not shipping a HAZMAT material and would like to go back to the
previous page, select Never mind, | am not shipping HAZMAT.

22



HAZMAT

The following items are considered hazardous materials (HAZMAT) or Dangerous Goods (DG).

Here are examples of HAZMAT items which are regulated in the mail:

Mailable HAZMAT Nonmailable HAZMAT (Prohibited)
Agrosol Sprays Air Bags

Batteries (non-spillable) Ammunition

Dry Ice Bulk Shipments of HAZMAT

Flammable Liguids Dynamite

Lighters (USPS authorization required) Fireworks

Lithium Batteries Gasoline

Matches High Powered Lithium Batteries (i.e., Bikes,

Nail Polish Remover Electric Cars, Scooters)

Paint Mereury
Perfume Pure Acetone
Propane

*Do Not Mail Mercury! Mercury is a hazardous, silver liguid metal. Mercury is inside many older
devices like barometers, thermometers, blood pressure cuffs, thermostats, and switches.
(Exception: ltems with very small amounts of mercury vapor, like compact fluorescent lamps, can
be mailed domestically) Learn More

Mote: This is not an all inclusive list of mailable or prohibited items. Please refer to USPS
Publication 52 (Pub 52) for quantity, packaging. and labeling guidance for mailable items and/or to
ensure your shipment is not prohibited in the mail.

Shipping improperly prepared, undeclared or prohibited HAZMAT can result in civil and
criminal penalties under federal law. The following tutorial will help you learn how to securely
package, label, and ship HAZMAT for domestic destinations through USPSE. View tutorial at
www.usps.com/hazmat

(i) (if)

iii. Selectthe HAZMAT type from one of the options listed in the dropdown.

23



“What typs of mailabls HAZMAT are you mailing? (F nat Istad, it may net be mailabls. Leam Moms)

Salsct b

Alr Elglble Ethenol (suthorized fregrance and hend ssnitlzsr shipmsnts)

Toy PropslentSatety Fuss

Hazardous katerisls Class 3 - Package (Hand sanftizer, rubbing alcohol, sthenol bass products,
flammsabla llquids stc)

Fagioactlve Matsnais (s.g., SMoks detectors, MINSrais, gun Sights, &tc. - Soeclal rsguinsments
1 Peckaging Instructions 7A requiramants)

5) Enter Items Information (optional)
a) This Items section is optional for domestic packages and only required for
packages that require a Customs Form (such as International or military based
addresses). To enter your items information, select Add Item(s).

Step 3: tems (optional) @ Add ltemis)

b) Once selected, the section will expand. Enter the item information in the required
fields.

24



Step 3: ltems (optional) @

Mz 30
Itam Quantity waignt (3) Value
Ho ftams added
lem Desarigtion Cusatiny Total hermis) Wizight Tosal ltamis) Valus
| o[- #[ of=|| of=][:] o]
Mo 30
‘ Add lem ‘

Error: Al fields ae required io add an dem.

Plaase add item descrption. Pounds or cunces must be greatar than xem. Value must ba greater than zem.

c) Select Add Item to save the item information.

Step 3: tems (optional) ©

Mac 30

Itam Quantity weignt (3} Value




6) Select Packaging
a) Ship Date: select the date that you would like the package to ship (you may now
select a date up to 7 days from today).

Step 4: Packaging

‘ 06/22/2026

Lo £
Pac Vil June >

$ 0

Enter a valus

Packagi
] 1am =t s (@)

|:| I am =h
o1

b) Package Value (optional): manually enter a package value up to and including
$5,000.00 for insurance or select Update from Step 3 to auto populate the package
value that you entered in Step 3: Items (if applicable).

Step 4: Packaging

*Ship Date (Choose a date up to 7 days away from today)

03/24/2026

Package Value {optional) @

3|0

Enter a value up to and including %5,000.00 for insurance

Update from Step 3

26



c) Package Type: select a USPS package type from the three options available (USPS
Flat Rate Box or Envelope, Other Type of Box or Envelope and First-Class Mail Letter

or Envelope).
i. Ifyouwould like to quickly fillin the package information with a saved

favorite package type (via Preferences), select the Quick-fill with a Favorite

dropdown.

Let us know what you're shipping )

Start from a favorite or sslect a padkaging type

Quick-fill with a Favorite i

Tastmg - Priorty Mell Express® Lags! Fist Rate Envelops
Valua: 5345
Paly Bag - USPS Ground Advantage™ Choose Your Cwn Box 47 L) X &% (W) X 7" (H)

Waight: 525k, Valus: £200

Paly Bag 2 - Priorty ksl Express® Choose Your Own Box 77 (L) X 7° (i) X 47 H)

‘Waight: 3.19ks, Valus: $500 =

ACFElg TrRIg L T T DTS Pelc Tl gy

d) USPS® Flat Rate Box or Envelope Packaging: If USPS Flat Rate Box or Envelope is

selected, you will be directed to the next step (Step 5: Services).
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Step 4; Packaging

“Ship Date (Choose a date up to 7 days away from today)

03/24/2026

Package Value {optional) @

$ 0

Enter a value up to and including $5,000.00 for insurance

Packaging Options ()

[] 1am shipping Live Animals or Perishable Goods. (7)

[] 1am shipping Cremated Remains @

USPS Flat Rate Box or
Envelope

Prices based on packaging
TOlbs (31.75kg) max

Free LISPS Tracking™

Other Type of Box or
Envelope

Pricing based on weight & size
TOlbs (31.75kg) max

Free UISPS Tracking®

First-Class Mail® Letter
or Envelope

Items requiring postage stamp
130z (368g) or lass

LISPS Tracking® Not
Available

e) Other Type of Box or Envelope: If Other Type of Box or Envelope is selected, you
will be required to enter the following Package Details:

Packaging Options (§)

] 1am shipping Live Animals or Perishable Goods. (F)

[] 1 am shipping Cremated Remains @

USPS Flat Rate Box or
Envelope

Prices based on packaging
T0lbs (31.75kg) max

Free JSPS Tracking®

Other Type of Box or
Envelope

Pricing based on weight & size
70lbs (31.75kg) max

Free LISPS Tracking®

First-Class Mail® Letter
or Envelope

ltems requiring postage stamp

130z (368g) or less

UISPS Tracking® Not
Availabie

i. Package Weight: manually enter the package weight or select Update from

Step 3 to auto populate the package weight that you entered in Step 3:

Items (if applicable).
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ii. Ifyou are capturing your package weight by scale, refer to the Connect USB
Scale (Quick Flow and Classic View) section of the Click-N-Ship® User
Guide to view step by step instructions.

Packaging Details

Connect a shipping scale to guickly capture weight for each package. View scale
requirements

“Weight (includes packaging) @

1] los ‘ ‘ o 0ZS ‘ ‘ Connect

Max: 70lbs
Update from Step 3

iii. Package Dimensions: manually enter the package dimensions. Note, if
HAZMAT was selected, only Choose your Packaging will be available.

“Dimensions @
Length Width Height

0 @ | in 0 @ | in 0 @ | in
Enter the package length in inches Enter the package width in inches Enter the package height in inches
(decimals allowed). (decimals allowed). (decimals allowed).
Please enter package dimensions. Please enter package dimensions. Please enter package dimensions.
At least two dimensions must be At least two dimensions must be At least two dimensions must be
greater than 0. greater than 0. greater than 0.

iv. Girth: If your package isn’t a standard rectangular box or envelope, select
the packaging is not a standard rectangular box or envelope checkbox
and enter the Girth.

The packaging is not a standard rectangular box or envelopel

Girth @
o @ | in

Flease enter girth. Girth must be greater than 0.

v. Non-Machinable Items: If your package is a nonmachinable item (an item
that is lumpy, rigid, or square/oddly shaped that can't go through automated
sorting machines and need special handling), select the Characterstic that
best describes your package from the dropdown.
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“Dra any of the below charactenstics apply to your paclkaging ? {D
If muitiple apply, please salact one. Otherwiss, choosa 'MNone

Maona

Maona

f) Letter or Envelope: If First-Class Mail Letter or Envelope is selected, you will be
required to enter the following Package Details:
i. Note: Letters and Large Envelope Packaging is not eligible for the USPS
Smart Locker Service, Hold for Pickup Service, or the USPS Label Broker
printing option.

Packaging Options (§)

Metel or plastic contelnsr with more then 1 gallon of liquid

Gless contalinsr with mors than 240z of Bguid

[] 1am shipping Live Animals or Perishable Goods. (7)

|:| | am shipping Cremated Hemains @

USPS Flat Rate Box or
Envelope

Prices based on packaging
T0lbs (31.75kg) max

Free UUSPS Tracking®

Other Type of Box or
Envelope

Pricing based on weight & size
TOlbe (31.75kg) max

Free USPS Tracking™

First-Class Mail® Letter
or Envelope

tems requiring postage stamp
130z (3684g) or less
LISPS Tracking®™ Not
Available

ii. Letter or Envelope Weight: manually enter the letter or envelope. Note, the
maximum weight for letter-size pieces is 3.5 ounce and the maximum weight
for large envelopes is 13 ounces.

e |fyou are capturing your package weight by scale, refer to the
Connect USB Scale (Quick Flow and Classic View) section of the

Click-N-Ship® User Guide to view step by step instructions.
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Packaging Details

Connect a shipping scale to quickly capture weight for each package. View scale
requirements

“Weight includes packaging) @

0

Ibs ‘ ‘ 0 0zs ‘ ‘ Connect

Max: 130z for USPS First-Class Mail options

iii. Letter or Envelope Length: manually enter the letter or envelope length.
Note, the minimum size limit for letters and envelopes in Click-N-Ship is 6" x
4",

iv. Letter or Envelope Height: manually enter the letter or envelope height.
Note, the maximum size for letters is 11-1/2"x 6-1/8" x 1/4" thick and the
maximum size for large envelopes is 15" x 12" x 3/4" thick.

“Dimensions (D

Lengtn

Haight Thickness

a

in ‘ Sealect thickness v

‘D in

Enter the packege halght In Incheas
idecimals allowsd).

Langth IS the dimeansion paralisl 1o the address 85 rsad. Minimum dimensions ecoepted: 67 x 4

Make sure your letter or flat is the appropriate size: View Sample Label

v. Letter or Envelope Thickness: select a thickness option from the
Thickness Dropdown. Note, when a piece of First-Class Mail exceeds any
one of the maximum measurements of a letter, it will be classified and
priced as a large envelope (flat) and when a First-Class Mail item exceeds
any one of the maximum measurements of a large envelope, it will be
classified and priced as a package (parcel).
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“Dimensions @

Length Haignt Thickness

a in ‘ o in ‘ Select thickness o
Entar the :-acca.gel emgth In Inches Entsr the packege halght In Incheas Salact thickness
[decimels sllowesd). {decimals allowed).

"
Langtn 15 the dimansion parsisl 1o the SOrSsE 85 read. Minmum amsnsons sccsptl LSS than 1/

Make sure your letter or flat is the appropriate size: View Sample Label Between 1/4" and 3/4"

Greater than 3/4

[] This mail is rigid, non-rectangular, nen-uniformiby thick, wrapped in pliss
clasps. @

vi. Non-Standard First-Class Mail: if the mail is rigid, non-rectangular, non-
uniformly thick, wrapped in plastic, or includes closures such as clasps,
select a characteristic from the dropdown.

E This mail i= rigid, non-rectangular, non-unifonmiby thick, wrapped in plastic, or incledes closures such as
clasps.

MNona -

Lettar is too rigid (does not bend easity when subjected to a transport belt tenszion of 40 pounds
around an 11-inch diameter turm)

Poly-bagged or poly-wrappad

Wrapped in plastic material or material other than papear

Clasps, strings, buttons or similar closure device are prasant

Contains something nigid, such as pens, keys or coins that causes the thickness to be uneven

5 a salf-mailer that is not prepared according to DM 201 .3.14

m k5 a booklat that is not prepared according to DM 204 316

vii. Select Save & Get Rates to proceed to the next step.



| This mail i= rigid, non-rectangular, non-unifonmiby thick, wrapped in plastic, or incledes closures such as
clasps.

Mona

If multipla apply, plaess salact ona. Ctherwise, chooss ‘Mons.

’ Save & Get Rates

7) Select Service Type
a) Services: based off the Package Type (USPS Flat Rate, Other Type of Box or
Envelope, or Letters & Envelopes) that was previously selected, a specific list of
available Service Types will be listed in this section. Note, the Shape, weight, and
size affect the price for large packages. To learn more about this, select Learn More.

Step 5: Services

Shape, weight, and size affect the price for large packages. Learn Maore

“Salact your USPS Flar Rate Packaging ()

Filter by | & ~ Sortby: price | Delivery Time

—  Priority Mail® Flat Rate

" Priori 2-Day Delivery | £5.68
=" nvelope MNov 29, 2024 el
— 12-1/2" x 8-102"
Priority Mail® Small Flat Rate 2-Day Delivery | £8.68
T E:we:g?e Mowv 29, 2024 -0
x

o Priority Mail® Window Flat Rate 2-Day Delivery |
Envelope
— 5% x 10" 12-14/2" x 9-1/2"

Mo 29, 2024 s

i. Ifyou previously selected Letter or Envelope package type, and if the
dimensions or weight exceeded the First-Class Mail service type limits, a
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yellow warning message will be displayed along with a list of other service
options available for your package.

Step 5: Services

*Select vour service Type
Shape, weight, and size affect the price for large packages.

& The dimensions or weight of your letter or large envelope excesds the limits for
LSPS First-Class Mail

Learn more about parcel size_weight,_and fee standards

*Select a Service Typs: Sort by: Price | Delivery Time
USPS Ground Advantage® Cubic 3-Day Delivery | S=p 27, 2025 §7.73
USPS Ground Advantage® 3-Day Delivery | S=p 27, 2025 $10.66
Priority Mail® Cubic 3-Day Delivery | Sep 27, 2025 $10.68
Priority Mail® 3-Day Delivery | S=p 27, 2025 $17.34
Priority Mail Express® 2-Day Delivery | Sep 26, 2025 $57.65

b) Filter / Sort By: to more easily view all the available Service types, you can Filter by
Type or Sort by Price and / or Delivery Time.
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Step 5: Services

Shape, waight, and size affect the price for large packages. Learn Maora

*Select your USPS Flat Rate Packaging ()

Filter by | ax e I Sortby. price | Delivery Time I
‘
=7 Envsiope 2-Day Delivery | La.68
=, Now 29, 2024 g
= | Bmx
Poly Bag
— rionty M 2-Day Dealivery | k868
L Mo 29, 2024 $5:00
Priotity Mall Exprass
USPS Connect

'S 9_Day Delivery |

c) Ifyouraddress is eligible for the USPS Connect® Local Service Types, it will be

displayed here. Eligibility is determined by the sender and recipient address entered
instep 1.

Step 5: Services
Shape, weight, and =size affect the price for large packages. Learn More

Some service standards to this location are not available at this time.
*Select your USPS Flat Rate Packaging ()

Filtar by | USPS Connsct e Sort by. Price | Delivery Tima

_ USPS5 Connect® Local Mail ) g
= Choose Your Own Box Day or Next $2.95

T T (Choose your own box) Day

_ USPS Connect® Local Small

—_ Flat Rate Bag . Day or Next 5415
- g x12° Day
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d) If aUSPS Connect® Local Service Type is selected, a nearby drop-off location will
be displayed (note, drop-off locations that are displayed are determined by the
sender address entered in step 1).

Your Drop-Off Location Details
Step 5: Services DDU: CHICAGO POST OFFICE
433 W HARRISON ST
Shape, weight, and size affact the price for large packages. Learn More e
Total Distance: 0.72 Miles away
Some service standards to this location are not available at this time. .
Drop-off Hours Lot Parking
Available
USPS Connect® Local Small Flat ) Mon-Fri Set Sun
Rate Bag ‘iﬂ"-'_“E"Dﬁ} or Next- 8415 Ciossd  Clossd  Ciossd
9 x12* =
For Same-day delivary, you'l need to crog all your packages off befiore & a.m. local ime of your
SEECIED SN0 date. Fackades droofed off Bl may DR elvered T e day.
Change Service Type
Clarwiiow Wimelia
— MoLnhPropact
IQ- Your Drop-Off Location [ / Evanston
DDU: CHICAGO POST OFFICE o \ a3
433 W HARRISOMN 5T .
CHICAGD, IL B0RIY = -
o
“Ermhurs} 9
Cak Fark
Extra Services mbard | o QFhi=ee
ok -
Barwy L
[J Asditionel insurenzs (@) Faa Varss I el | ] 9
O Signature Services @‘ Faa Varlas
[171
D Craste & return labsl @ Charged upon use \ ’::l.'\l‘ Lavm
h!
Hids Postage on Label (§) Fras N <
w2
7 s % m-. v iy

8) Select Extra Service(s)

a) Once the Service Type is selected, you will be able to select and add Extra
Services. To add an extra service, select the checkbox of the interested extra
service and choose an Extra Service Type.

i. Note, the extra services listed will vary depending on the service and
package type that was selected. Return labels are only offered to Business
accounts.
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Extra Services

[ agdmoneiinsursnze (1) Fas Verles
O Signeture Sarvicas m' Faa Varlas
[ crests a rsturn last (1) Charged upon use
[] Hig= Postags on Lazel (L) Fres

9) Review Label Summary
a) Referto the Label Summary to get a summary of your label order. The Label
Summary will be a grey box located at the top right of the page.
i. Note, you will now see an estimated delivery date in green.

Label Summary

| Estimated Delivery: Same-Day or Next-Day |

USPS Connect® Local Small Flat Rate Bag £4.15
USPS Tracking”™ Frea
Inzurance £3.15
Priority MailZ Return Frea

10) Add Label to Cart or Save Label to Label Manager
a) If allthe required information is correct and you would like to add the label(s) to the
Label Cart and proceed to payment, select Add to Cart.
b) If all the required information is correct and you would like to save your label to your
Label Manager, select Save.
ii. Note, you can save at any time if Recipient Details are provided. Saving will
allow you to come back to this label later to make any changes prior to
purchasing it.
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11) Select to Ship to a USPS® Smart Locker (if applicable)
If the address that you are sending to is close to a secure, self-service USPS® Smart Locker,
you will be notified via a banner located below the Label Summary of the Single Label Flow
or in the Label Manager.

a)

b)

Option 1: via Label Cart - after filling out the label information and before adding it
to the Label Cart, you will be notified if a USPS® Smart Locker is available near the
recipient’s address via a banner located below the Label Summary. Select Ship to
Locker to continue with shipping your item to a USPS® Smart Locker.

Label Summary

Estimated Delivery: 1-Day Delivery

Priority Mail® Custom Packaging $8.64

e
$100 insurance included Free
USPS Tracking® Free
Total $8.64

Add to Cart [ Save

USPS® Smart Lockers Available!

The address you're sending to is close to a secure, self-service USPS®
Smart Locker. For no extra cost, you can ship your package or envelope to
a locker, where your recipient can securely pick it up with a code sent to
their email.

Ship to Locker

Option 2: via Label Manager - after saving the label to the Label Manager, you will
be notified if a USPS® Smart Locker is available near the recipient’s address via a
banner. If you would like to ship your package to the USPS® Smart Locker, select
Ship to Locker.
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Lebel Mansger / ShippingHistory / AddressBook [ USPSGonnect® | DirectGonnect | Preferances / SGAN Forms

Manage, organize, and edit your saved shipping labels, group them into batches, and prepare them for purchasa on this page.

Al Labals (1) Batches (0)

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

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

[J shipDate { Recipient Service and Package Package Details Extra Services Total Price o All Labels w
1 [0 oa2i/028 Pricrity Mail® Large Flat Riata Box 1 1bs 0 ozs Insurance £28.70
= 901 D ST NW Edit Service And Package Edit Package Details USPS Tracking® Add to Cart
WASHINGTON, DC, 20004

+ Add Extra Services

I ® Ausps'smmhmmmmmsplmm Ship to locker

c) Once Ship to Locker is selected, you will be redirected to the Find Smart Locker
modal where you will be able to see the available USPS® Smart Locker locations.

Find Smart Locker X

Srees sz

[mcesnesr Q|

= — —— U L@

NC - Horn Caroma -

cHARLOTTE 23282

“Radim

20 miles v Search Gomenus X &}
= uechion

Enter racipient smail address for pickup notification. g

PR &

‘ et i (i) 9 Vool %
L
L]

.57 miles away el

—— ¥ Fosomer . 9
1820 HARRIS HOUSTON RD = 4
i

a

Opennow |  Closes 11:50PM v P £l

: '
a4 [160] ' La |

3.0 mies sy [

W HARRIS ®rmome= | EE L o = {J =
3815 0o 0RO
ety - T AL ey = | =

Opsnnow |  Closes 11:50PM v

20 SO RPTAN SR

i. Selectthe Radius (5 mi-25 mi)dropdown and then select Search.
ii. Enterthe recipients’ email address so that they can receive a pickup
notification.
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Find Smart Locker X

Street Address

300 SUPERMAN 51| )] ‘
“City “Stanz “ZIP Code™

CHARLOTTE ‘ NG - Morth Cerolina w ‘ 28282 ‘
“Sladius

20 miss e Search

Enter recipient email address for pickup notification.
“Bacipiant eal (mguired)

Recipiant emal required

iii. Choose the USPS® Smart Locker of your choice from the options listed by
selecting Ship Here.

CONCORD § Post Offica™

66 MCCACHERN BLVD SE
CONCORD, NC 23025

Open now | Closes 11:58 PM

10.0% miles away

OAKDALE ® Post Offica™

1101 SUNSET RD
CHARLOTTE, NC 28216

Open now | Closes 11:30 PM
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Domestic Label for Live Animals & Perishable Goods

Create a domestic label to ship Live Animals & Perishable Goods for a single recipient by following
the steps below. Please note that you may ship live animals or perishables with select service types
for an additional fee. Live Animal and Perishable Handling Fee is charged to cover the additional
costs associated with handling and transporting of all live animals and perishables (fruit, meat,
etc.)

1) Begin Single Label Flow Creation Process
a) Refertothe Create a Single Domestic Label (Classic View) section of the Click-N-
Ship® User Guide to view the initial steps on how to create your labels via the Single-
Label Flow.

2) Select Packaging
Once on Step 4: Packaging, you will need to complete the following details below:

a) Ship Date: select the date that you would like the package to ship (you may now
select a date up to 7 days from today).

Step 4: Packaging

‘ 06/22/2026

Lo £
Pac Vil June >

$ 0

Enter 2 valus

Packagi
(] 1amst s (@)

|:| | am sk

b) Package Value (optional): manually enter a package value up to and including
$5,000.00 for insurance.
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Step 4: Packaging

“Ship Dete (Chooss & dste up 1o 7 dEys ewey from todey)

0&/27/2025

Packegs Valus joptional (T)

510

Entar a value up 1o end Inciuding $5,000.00 for INSursncs

c) Live Animals & Perishable Goods: if you are shipping Live Animals or Perishable
Goods, select the | am shipping Live Animals and Perishable Goods checkbox.
Once selected, you will be required to select an Item Type from the dropdown.

i Note: The Live Animals or Perishable Goods shipping service is not
available with HAZMAT and if selected, the Live Animals or Perishable
Goods option will be greyed out.

Step 4: Packaging

“Ship Date (Choose a date up to 7 days away from today)

‘ 03/24/2026

Package Value [optional) ®

$ 0

Enter a value up to and including $5,000.00 for insurance

Packaging Options ()
| am shipping Live Animals or Perishable Goods. @

[ 1am shipping 6)

“What type of animals or perishable goods are you shipping??

Select v

Live day-old chicks you select

Adult Birds

d) Package Details: shipping Live Animals cannot be shipped in any USPS provided
Flat Rate packaging; therefore, the Other Type of Box or Envelope will be selected
by default, and you will be required to enter the Package Weight and Package
Dimensions. Perishable Goods can be shipped in USPS packaging:
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i. Ifyou are capturing your package weight by scale, refer to the
Connect USB Scale (Quick Flow and Classic View) section of the
Click-N-Ship® User Guide to view step by step instructions.

Packaging Details

Connect a =hipping scake to quickly capture weight for each package. View scale
requiremeants

You've zelected that you are shipping Live Animals, which cannot be shipped in an USPS
provided Flat Rate Packaging.

“Waight jraludas packaging) (7]

o lbs

‘ Connect ‘

e) Girth: If your package isn’t a standard rectangular box or envelope, select the
packaging is not a standard rectangular box or envelope checkbox and enter the
Girth.

I The pecksging |s not & stendard rectangular Do of snvelops I

Girh (1)
o O

Plagsa entar girtn. Girth must be greater than 0.

f) Non-Machinable Items: If your package is a nonmachinable item (an item that is
lumpy, rigid, or square/oddly shaped that can't go through automated sorting
machines and need special handling), select the Characterstic that best describes
your package from the dropdown.
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“Dra any of the below charactenstics apply to your paclkaging ? {D
If muitiple apply, please salact one. Otherwiss, choosa 'MNone

Maona -

Maona

Gless contalinsr with mors than 240z of Bguid

Metel or plastic contelnsr with more then 1 gallon of liquid

g) Select Save & Get Rates to proceed to the next step.

“Do any of the below characteristics apply 1o your packaging? {I}

If multiple apply, pleass sslact one. Otherwizz, choosa 'MNone

Gless container with morns than 240z of iguid -

3) Select Service Type
a) Services: based on the Package Type that was previously selected, a specific list of
available Service Types will be listed in this section.
i. Note: The Shape, weight, and size affect the price for large packages - to
learn more about this select the Learn More hyperlink.
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Step 5: Services

Select your service Type
Shape, weight, and size affect the price for large packages.

Learn more about parcel size, weight, and fee standards

Some service standards to this location are not available at this time.

"Select a Service Type: Sortby: Price | Delivery Timg
USPS Connect® Local Same-Day or Next-Day $6.17
USPS Ground Advantage® Cubic 2-Day Delivery | Sep 27, 2025 $6.62
Priority Mail® Cubic 2-Day Delivery | Sep 27, 2025 s7.91
USPS Ground Advantage® 2-Day Delivery | Sep 27, 2025 $8.53

Fotal §11-35
Priority Mail® 2-Day Delivery | Sep 27, 2025 $10.15
Fotal-§2-50
Priority Mail Express® 1-Day Delivery | Sep 25, 2025 528.25

b) Sort By: to more easily view all the available Service types, you can Sort by Price
and / or Delivery Time.

Step 5: Services

“Select your service Type
Shape, weight, and size affect the price for lange packages.

Learn more about parcel size, weight, and fee standards

Some service standards to this location are not available at this time.

“Select a Service Type: I Sortby: Price | Delivery Time I

USPS Connect® Local Same-Day or Next-Day $6.17

4) Select Extra Service(s)
a) Once the Service Type is selected, you will be able to select and add Extra
Services. To add an extra service, select the checkbox of the interested extra
service and choose an Extra Service Type.
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i Note: The Cremated Remains and Return Label Extra Services will not be
available for Live Animals and Perishable Goods shipments.

Step 5 Services

Shape, weight, and size affect the price for large packages. Learn More

Priority Mail® Cubic Custom 2-Day Delivery | May 29, 2025 $11.99
Packaging

Change Service Type

Extra Services

[0 signatura Services (@) Feo Varies
[0 Label Delivery (T) 5155
[0 Hide Postage on Label (T) Frea

5) Review Label Summary
Refer to the Label Summary to get a summary of your label order, the extra services
selected, and the associated fees for shipping live animals or perishables

a) Live Animal and Perishable Goods Fee(s): Priority Mail Express: $7.50, Priority
Mail: $15.00, and Ground Advantage: $7.50. An additional Live Animal
Transportation Fee will be charged at $0.20 per pound for Day Old Poultry for
Priority Mail Express and Priority Mail Zones 5-9.
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Label Summary

Estimated Delivery: 2-Day Delivery

Priority Mail® Cubic Custom Packaging £11.29
$100 inaurance included Free
USPS Tracking® Free
Live Animal Transportation Fes $1.20
Live Animal and Perishable Handling Fes £15.00

6) Finalize Single Label Flow Creation Process
a) Referto the Create a Single Domestic Label (Classic View) section of the Click-N-
Ship® User Guide to view the final steps on how to save your label to the Label
Manager or add the label to the Label Cart via the Single-Label Flow.




Domestic Label for Free Matter for the Blind (FMB)

Create a domestic label for a single recipient free of postage through our eligible services if you are
a qualifying member of the Free Matter for the Blind Program (FMB) by following the steps below.

1) Begin Single Label Flow Creation Process
a) Referto the Create a Single Domestic Label (Classic View) section of the Click-N-
Ship® User Guide to view the initial steps on how to create your labels via the Single-
Label Flow.

2) Select Packaging
Once on Step 4: Packaging, you will need to complete the following details below:

a) Ship Date: select the date that you would like the package to ship (you may now
select a date up to 7 days from today).

Step 4: Packaging

06/29/2026

w < >
Package Vall June

$ 0

Enter 2 valus

Packagi
] 1am =k = (@)

|:| I am sk
30 1 2 3 4

USPE Today ype of Box g
welope

b) Package Value (optional): manually enter a package value up to and including
$5,000.00 for insurance or select Update from Step 3 to auto populate the package
value that you entered in Step 3: Items (if applicable).
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Step 4: Packaging

*Ship Date (Choose a date up 1o 7 days away from today)

03/24/2026

Package Value (optional) @

$ |0

Enter a value up to and including $5,000.00 for insurance

Update from Step 3

a) Free Matter for the Blind: if you are a qualifying user of the Free Matter for the Blind
(FMB) Program), select the | am shipping as Free Matter for the Blind checkbox to
proceed with using the service.

I | am shipping as Free Matter for the Blind @I

Packaging Details

Connect a shipping scale to quickly capture weight for each package. View scale
requirements

“Weight (includes packaging) ®

0 lbs

‘ 0 ozs ‘ Connect

Max: 70lba
Update from Step 3

b) Package Type: Other Type of Box or Envelope will be selected by default with the
Live Animals & Perishable Goods service which you will be required to enter the
following Package Details:

i. Package Weight: manually enter the package weight or select Update from
Step 3 to auto populate the package weight that you entered in Step 3:
Items (if applicable).

ii. Ifyou are capturing your package weight by scale, refer to the Connect USB
Scale (Quick Flow and Classic View) section of the Click-N-Ship® User
Guide to view step by step instructions.
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Packaging Details

Connect a shipping scale to quickly capture weight for each package. View scale

requirements

“Wiaight (includes packaging) @

0 lbs ‘ ‘ 0 0Zs ‘ ‘ Connect

Max: T0lbs

Update from Step 3

iii. Package Dimensions: manually enter the package dimensions. Note, if
HAZMAT was selected, only Choose your Packaging will be available.

“Packaga Dimansions @
Length ‘Wit Haight

o M| m ¥ a D m

Plagsa entar pacxags dimensions. Al leest two dimsenshons must be gragter then 0.

X

iv. Girth: If your package isn’t a standard rectangular box or envelope, select
the packaging is not a standard rectangular box or envelope checkbox
and enter the Girth.

il Ths pEC Ing |5 mot & stendard ular box of snvelopDs
B g P

Ginh (1)
o D m

PleEss antar girth. Girth must ba greater than 0.

v. Non-Machinable Items: If your package is a nonmachinable item (an item
that is lumpy, rigid, or square/oddly shaped that can't go through automated
sorting machines and need special handling), select the Characterstic that
best describes your package from the dropdown.
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“Dra any of the below charactenstics apply to your paclkaging ? {D
If muitiple apply, please salact one. Otherwiss, choosa 'MNone

Maona -

Maona

Gless contalinsr with mors than 240z of Bguid

Metel or plastic contelnsr with more then 1 gallon of liquid

vi. Select Save & Get Rates to proceed to the next step.

“Do any of the below characteristics apply 1o your packaging? {I}

If multiple apply, pleass sslact one. Otherwizz, choosa 'MNone

Gless container with morns than 240z of iguid -

3) Select Service Type
a) Services: once the Package Details are entered, a Domestic Free Matter for the
Blind (FMB) Service Type will automatically be selected for you. No further action is
required here.
i. Note: The Shape, weight, and size affect the price for large packages —to
learn more about this select the Learn More hyperlink.
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Step 5: Services

Shape, weight, and size affect the price for large packages. Learn More

You selected that you are shipping Free Matter for the Blind. To change that selection, please
uncheck the Free Matter for the Blind checkbox in Step 3.

Domestic Free Matter for the Blind @ Delivery time not available

Custom Packaging

Matter may be sent free of charge if mailed by or for the use of blind or other persons who cannot read
or use conventionally printed materials due to a physical handicap. See tool tip for more information.

4) Select Extra Service(s)

a) Once the Free Matter for the Blind (FMB) Service Type is selected, you will be able
to select and add Extra Services. To add an extra service, select the checkbox of
the interested extra service.

i. Note, any extra service selected will NOT be free and MUST be paid.

Extra Services

[] Additional Insurance (7) Fee Varies
[ Greate areturn label @) Charged upon use
[] Hide Postage on Label @) Free

5) Review Label Summary
a) Refer to the Label Summary to get a summary of your label order. The Label
Summary will be a grey box located at the top right of the page.
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Label Summary

Domestic Free Matter for the Blind Choose Free
Your Own Box

USPS Tracking® Free
Insurance $8.25
Priority Mail® Return Free
Hide Postage on Label Free

6) Finalize Single Label Flow Creation Process
a) Referto the Create a Single Domestic Label (Classic View) section of the Click-N-
Ship® User Guide to view the final steps on how to save your label to the Label
Manager or add the label to the Label Cart via the Single-Label Flow.

Domestic Label for Cremated Remains

Create a domestic label to ship cremated remains by following the steps below. Please Note, the
cremated remains service can only be shipped with Priority Mail Express Custom Packaging.

1) Begin Single Label Flow Creation Process
a) Referto the Create a Single Domestic Label (Classic View) section of the Click-N-
Ship® User Guide to view the initial steps on how to create your labels via the Single-
Label Flow.

2) Select Cremated Remains
a) Selectthe | am shipping Cremated Remains checkbox.
i. Note: There are no extra fees for shipping Cremated Remains. Cremated
Remains may only be shipped using Priority Mail Express® or Priority Mail
Express International’ services.
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Packaging Options (@)

Mota: If vou are shipping Cremated Remains, more details can be found heare
Start from a favorite or select a packaging type

Quick-fill with a Favorite -

|:| I am shipping Live Animals or Perizshable Goods. @

|:| I am shipping Cremated Remaing ®

b) Once selected, the Packaging Details section will be displayed. Select the USPS
branded packaging (cremated remains box kit type) you are shipping cremated
remains with from the dropdown.

Packaging Options ()

Note: If vou are shipping Cremated Remains, more details can be found hers
Start from a favorite or select a packaging type

Quick-fill with a Favorite -

|:| | am shipping Live Animals or Perishable Goods. ®

H I am shipping Cremated Remains (D
“Select the USPS branded packaging you are shipping in

Select W

Cremated Remains Small Box: 9%L) x 7-1/4"0W) x 5"(H)

Cremated Remains Large Box: 14-3/4"(L) x 10-1/4°0W) x 10"[H)

i Please note that Cremated Remains Priority Mail Express packaging is

required for all Cremated Remains shipments.
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https://store.usps.com/store/results?Ntt=cremated-remains-kit&_gl=1*5sdlhd*_ga*NDI5MTYzMDcxLjE3NDY0NTM5NjI.*_ga_84V9VN911J*czE3NDc2ODQyMTAkbzE5JGcxJHQxNzQ3Njg1NjIxJGowJGwwJGgw

cremated-remains-kit X

Small Cremated Remains Cremated Remains Kit 2 Cremated Remains Kit 1 Small Cremated Remains

Kit 1 1 box, Priority Mail Express Tape, 1 box, Priority Mail Express Tape Kit 2

Set of 1 Bubble Cushioning, Self-Sealing 14-3/4"(L) x 10-1/4"(W) x 10"(H) Set of 1

9-5/8"(L) x 7-3/4"(W) x 6-1/4"(H) Plastic Bag, Publication 139 $0.00 9-5/8"(L) x 7-3/4"(W) x 6-1/4"(H)
14-3/4"(L) x 10-1/4"(W) x 10"(H)

$0.00 $0.00 $0.00

c) Weight: enter the required Package Weight.
l. If you are capturing your package weight by scale, refer to the
Connect USB Scale (Quick Flow and Classic View) section of

the Click-N-Ship® User Guide to view step by step instructions.
d) Select Save & Get Rates to proceed to the next step.
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Packaging Details

Connect a shipping scale to quickly capture weight for each package. View scale
requirements

“Weight includes packaging) @

0 lbs ‘ ‘ 0 0Zs ‘ ‘ Connect ‘

Max: 70lbs

Update from Step 3

‘Dimansions @
Length Width Height
‘ 1] in ‘ ‘ ] in ‘ ‘ ] in ‘
|:| The packaging is not a standard rectangular box or envelope
“Do any of the below characteristics apply to your packaging? @
Mone b 4 ‘

If multiple apply, pleasa select one. Ctherwise, choose 'Mone.’

Save & Get Rates

3) Select Service Type
a) Services: Cremated Remains can only be shipped with Priority Mail Express,
which will be preselected by default.
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Step 5: Services

“Select your service Type
Shape, weight, and size affect the price for large packages.

Learn more about parcel size, weight, and fee standards

“Select a Service Type: Sort by: Price | Delivery Time

Priority Mail Express® 1-Day Delivery | Sep 26, 2025 $28.85

4) Select Cremated Remains Extra Service
a) Once the Priority Mail Express Service Type is selected, add an Extra Service by
selecting the checkbox.
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Step 5: Services

~5elect your service Type
Shape, weight, and size affect the price for large packages.

Learn more about parcel size, weight, and fee standards

Priority Mail Express® 1-Day Delivery | Sep 26, 2025 $28.85
i
Change Service Type
Extra Services
|:| Signatura Services I:D Fees Warias

|:| Create a return label I:D

[1 Label Delivery ()

[ Hide Postage on Label (7)

Charged upon use

$1.65

Fraa

5) Review Label Summary

a) Referto the Label Summary to get a summary of your label order. The Label

Summary will be a grey box located at the top right of the page.

58



Label Summary

Estimated Delivery: 1-Day Delivery

Priority Mail Express® Custom Packaging $77.25

Aeiad $9+-35
$100 insurance included Free
USPS Tracking'E' Free

6) Finalize Single Label Flow Creation Process

a)

Refer to the Create a Single Domestic Label (Classic View) section of the Click-N-
Ship® User Guide to view the final steps on how to save your label to the Label
Manager or add the label to the Label Cart via the Single-Label Flow.
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International Label

Create an international label for a single recipient following the steps below.

1) Begin Single Label Creation Process - Two Options
a. Option 1: Click on Create This Label located on the landing page or New Label in

the top right corner.

Label Mansger | Shipping History / AddressBook | USPSConnect® /  DirectGonnect

Hi Califarnia!
Account #:

Start Shipping
Please ensure you enter a full, valid address with the appropriate detsils such as

apartment, auite or PO. Box number if applicable.

Ship To [ save 1w Addrass Book

Please provide first and last name and/or company.

l Search your Address Book Q l
First Nams i Last Name Company

~Country Copy & Paste US Address
l United States of America ‘ hd l
“Strast ADdress Apt/SUE/ONEr

“ciy “State “ZIF Coge™

[ | [ soetsme “| | |

[ Send netifications [] Hedd for Pickup at Post Office™

Raferance Mumber / Note 1(W1ll show on label) Rafarance Mumbsr / Note 2 (Wl show on ksbal)

| | l

Max Character Limit: 3

Max Character Limit: 30

Create This Label

Preferences / SGAN Forms

l Enter & Label or Tracking Number to View Label Details

More Print & Ship Options

F

Import Batch of Labels

Import multiple labels from a file
into a batch to edit within Label
Manager

S

Create a Batch
Orgsanize your labels into a batch
and utilize our streamlined batch
crestion process.

O

Create a Local XChange
Label

Create a Local XChange label to
drop off at & USPS Smart Locker
nearby.

+

Import from Marketplace
Connect eCommerce
marketplaces & easily import
labels for customer orders.

—0—

=

Manage Your Preferences
Manage your shipping
preferences to accelerate your
label creation and access all
shipping features.

b) Option 2: Click on New Label located on the Label Manager page.

60



Label Manager Shipping History Address Book USPS Connect® Direct Connect Preferances SGAN Forms

IManage, organize, and edit your saved shipping labels, group them into batches, and prepare them for purchase on this page.

All Labals (1) Batches (1)
New Label l Use Address Book l l ' Refresh ] Add All Complete to Cart >
@ New Label
by date and time created. Each new label will appsar at the top of the table.
g New Batch lent Service and Package Package Details Extra Services Total Price AllLabels w
®  New Local XChange Label . i
Brien First-Class Mail® Latter 2ozs §1.03
File Upload Edit Service And Package Edit Package Details
ﬁ o
AMNSEYE TRL
E Marketplace Import POLIS, MD, 21401-6609
2) Enter Sender Details

The Sender Details section is pre-populated by default based on the address associated
with your account. To change or update this default address, refer to the Preferences tab
located at the top of the landing page.

a) Referto the Edit Sender Details (Classic View) section of the Click-N-Ship® User
Guide to view the steps on how to enter the sender details.

b) To optinto Sender Tracking Notifications, select the Send me tracking
notifications checkbox.

Email
john.doe@gmmail .com

Phone / SMS Text Message
(704) TBO-2387

[0 s=nd me tracking notificetions

c) Oncethe Send me tracking notifications checkbox is selected, a Tracking
Notifications for Sender modal will be displayed.
i. Enterthe desired emailin the Email text field or the phone number in the
Phone text field. (note, international phone numbers are currently not
supported by the Click-N-Ship® application).
ii. Selectthe Type of Notifications that you want to receive.
iii. Select Save to save these changes.
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Tracking Notifications for Sender

Enter an email and’or phone number to receive notifications.

Email Fhans
(i) names@example.com iy ‘ Enter a U.S. phone number m
Emell is reguinsd Phons IS reguirsd

Select which types of notifications you would like the user to receive?

Email Text

All Bslow Updsetas

Expact Delvary Updatss

(i) Cay of Delivery Updates
1

Peckegs Deovary

Avalehis for Pick Up

Deivery Expectetion Updetes

Packags In Transit Updatss

3) Enter the Recipient Details
Within the Click-N-Ship® application, you have the capability to either enter the recipient
details manually or select an address from your Address Book.

a) To pre-populate the recipient information from a saved contact in your Address
Book, enter the contact’s name in the Search your Address Book text field and
select the suggested contact.

i. To be redirected to your Address Book, select the Manage Address Book
hyperlink.



Step 1: Recipient Details

Search your Address Sook Q

Manage Address Book

b) To manually enter the recipient information, enter the details in the required* text

fields.

*Recipient Information

Pleasa provide firet and last name and'or comparny

First Hama M Last Nama
First Mlames [s reguirsd Last rlams (= reguirsd
Cempany

Company ts reguirsd

Recipient Address
Pleaze provide a valid address. Reguined fields are marked with an asterisk (7

“Courtny

Cansds

“oicrass 1 address &

Address 1 15 requirsd

Aodrass 3

“City Pronince: “Postal Coda™

o] | |

)

City = required Postel Code IS reguirad
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c) Reference Number(s): to have reference numbers or notes listed on your label,

enter the reference numbers or notes in the Reference Number / Note 1 and
Reference Number / Note 2 text fields.

i. Note: eachreference number/notes will be printed on the label and have a
maximum character limit of 30 characters each.

Recipient Address

Pleasze provide a valid address. Required fields are marked with an asterisk ()

“Country

Canada

“Address 1 Adress 2

Address 2

“City Province “Postal Code™

Simcoe ‘

o N

Refemance Humibsr S RHote 1 (Wil show on Ebal) Refarancs Mumbsr / Mots 2 (Wl show on labsd)

Max Character Limit 30

d) Save to Address Book (optional): if the recipient information that you entered is

new and you would like to save it as a contact in your Address Book, select the Save
to Address Book checkbox.

i. Note: the contact information will only be saved to the Address Book once
the label is either saved to your Label Manager or added to the Label Cart.
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USPS® Smart Lockers arc available in 2alact locations! They lat you ship to pacple
via salf-sarvice pickup at free, secure Smart Lockears in Post Office * locations. You

will have the opticn to ship digible shipments to a USPS Smart Locker at checkout.
Learn more.

I [] seve to Addrass Eook I

|:| Hold for Plckup at Post Office™

e) Confirm Sender and Recipient Details: once the sender and recipient details are
entered and you are ready to proceed to the next section, select Next (Note, you will
not be able to proceed to the next section unless this is selected).

USPS® Smart Lockers are available in salact locations! They lat you ship to paople
via salf-sanvice pickup at free, sacure Smart Lockers in Post Office * locations. You

will have the opticn to ship digible shipments to a USPS Smant Locker at checkout.
Learn more.

[ seveto address Boox

|:| Hold for Plckup at Post Office™

4) Select Hazardous Material Type
Does this package contain anything potentially hazardous? Examples of mailable
HAZMAT include batteries, perfume, paint, aerosols, and more. There are types of HAZMAT
that are not mailable. To view a detailed list of HAZMAT examples, select ‘View examples
of mailable and nonmailable hazardous material.

a) Ifyour package DOES contain anything potentially hazardous, select ‘Yes, this
parcel contains potentially hazardous materials (HAZMAT)’.
b) If your package DOES NOT contain anything potentially hazardous, select ‘No, | am

not shipping anything potentially hazardous’ and you will be directed to the next
section.
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c)

As of July 12th, 2026 - there will be fees for domestic packages containing
hazardous materials (HAZMAT), including a handling fee to cover costs associated
with air transportation of mailable HAZMAT (applicable only to air transportation)
and a noncompliance fee that will be returned as postage due. To learn more about
this change, visit: https://public-inspection.federalregister.gov/2026-09584.pdf

Step 2: Hazardous Materials

Does this parcel contain anything potentially hazardous?

Examples of mailable HAZMAT include batteries, perfume, paint, aerosols, and more. There
are types of HAZMAT that are not mailable.

View what is mailable and what is nonmailable HAZMAT

Do Not Mail Mercury! Mercury is a hazardous, silver liquid metal. Mercury is inside
many older devices like barometers, thermometers, blood pressure cuffs,
thermostats, and switches. Learn more.

( a) Yes, this parcel contains potentially No, | am not shipping anything potentially (b)
hazardous material (HAZMAT) hazardous

AET Bpe T metabie TSN Se you maing? 0 ot IS1ed. it may not be madable. Lear More)

oelect v

*Note: A HAZMAT handling fee may be applied. Fees vary by service type and will
(c) show in your Label Summary once a service is selected.

i. Once selected, a HAZMAT modal will be displayed. Read through the list of
Mailable and Nonmailable HAZMAT types and select | understand to
proceed with selecting a category type.

ii. Ifyou are not shipping HAZMAT material and would like to go back to the
previous page, select | am not shipping HAZMAT.
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HAZMAT

The following items are considered hazardous materiala (HAZMAT) or Dangerous Goods (DG).

Here are examples of HAZMAT items which ars regulated in the mail:

Mailable HAZMAT Nonmailable HAZMAT [Prohibited)
Aerosol Spravs Air Bags

Batteries (non-apillable) Ammuniticn

Dry lce Bulk Shipments of HAZMAT
Flammable Liguids Crhynamite

Lighters (USPS authorization required) Fireworks

Lithium Batteries Gaszoline

Matches High Powerad Lithium Batteries (i.2., Bikes,
Mail Palish Remowver Flectric Cars, Scooters)

Paint Mercury*

Perfume Pure Acetone

Propane

*Do Mot Mail Mercury! Mercury iz a hazardous, silver liquid metal. Mercury is inside many older
devices like barometers, thermomsters, blood pressure cuffs, thermostats, and awitches.
{BException: kems with very small amounts of mercury vapor, like compact fluoreacent lamps, can
be mailed domestically) Learn More

Mote: This is not an all inclusive list of mailable or prohibited items. Please refer to USES
Publication 52 {Pub 52) for quantity, packaging, and labeling guidance for mailable items and/or to
enaure your shipment is not prohibited in the mail.

Shipping improperly prepared, undeclared or prohibited HAZMAT can result in civil and
criminal penalties under federal law. The following tutorial will help you learn how to securely
package, label, and ship HAZMAT for domestic destinationa through USPSE®. View tutorial at
www.usps com'harmat

iii. Selectthe HAZMAT type from one of the options listed in the dropdown.
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“What typs of mailabls HAZMAT are you mailing? (F nat Istad, it may net be mailabls. Leam Moms)

Salsct b

Alr Elglble Ethenol (suthorized fregrance and hend ssnitlzsr shipmsnts)

Toy PropslentSatety Fuss

Hazardous katerisls Class 3 - Package (Hand sanftizer, rubbing alcohol, sthenol bass products,
flammsabla llquids stc)

Fagioactlve Matsnais (s.g., SMoks detectors, MINSrais, gun Sights, &tc. - Soeclal rsguinsments
1 Peckaging Instructions 7A requiramants)

5) Enter Items Information (required)

a) Content Type: international packages require you to select a Content Type. Select

the Select a Content Type drop down and select the content type that best
describes your package.

Step 3: tems @)

Merchandize w

Gifts

Merchandisa

Reaturned Goods
Commercial Sample
Humanitarian Donation

Dangerous Goods (Select this option if you are shipping lithium batteries)

Other

b) Additional Comments: you can input comments about your package.
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Additional Comments (D

c¢) Customs Reference Number Type: you can select from the dropdown to input a Tax
ID/Code, VAT Number, or Importers Code:

Customs Reference Number Type Sender's Customa Reference Number

Select Tax 1D, VAT Number, or Importers Code

Max Character Limit: 28

Tax Code
VAT Mumber
Importer Code for customs prior to selecting service and package type

for this destination.

d) This Items section is required for packages that require a Customs Form (such as
International or military based addresses). To enter your items information, select
Add Item(s).

Required: At least one item is reguired for customa prior to selecting service and package type
for this deatination.

Msx: 30

Description HS Tariff Origin Chuantity Weight Value

No iterms added

[ o |

e) HS Tariff Code: HS code is short for Harmonized Commodity Description and
Coding system. It refers to the single, universal and global classification system for
most traded goods and products. It is used to classify products upon export and to
calculate applicable taxes and duties.
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i. Ifyoudo nothave an HS Tariff Code for the item, select no.

Add Item

“ Indicates required fisid

Do you have an HS Tariff Code for this item?®

HS code is short for Harmonized Commaodity Description and Coding system. It refers to the
gingle, universal and global classification systemn for most traded goods and products. It is used to
classify products upon export and to calculate applicable taxes and duties.

() ves| © Mo

i. If youdo have an HS Tariff Code for the item, select Yes and enter the code
in the required text field.

Add ltem

“ Indicatas requirsd fisid

Do you have an HS Tariff Code for this item?

HS code is short for Harmonized Commadity Description and Coding system. It refers to the
single, universal and global classification system for most traded goods and products. It is used to
classify products upon export and to calculate applicable texes and duties.

Q Yes [D Mo

f) Item Details: enter the item description, quantity, and weight.

g) Item Value: enter the total item(s) value.
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M 20
“Total ltamis) Value

h) Country of Origin: select the items country of origin.

“Counsry of Origin

Unlied States of Amarica

Unitad States of America

Afghanistan

Albenla

Algarie

Andoma

i) Category Type: select the items category and subcategory type.

“Ealact a catmgory

Arts & Collactinles

“Eolect a sub-catagany

Antiqus Hand-Pelnted & Hand-Drenwn Art
Antigues Owver 100 Years Old
Archasological, Zoologlcal & Histoncal Collsctor's Pleces

Art Paint & Brushss

Art Prints
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6) Select Package Type
a) Ship Date: select the date that you would like the package to ship (you may now
select a date up to 7 days from today).

Step 4: Packaging

‘ 06/22/2026

Lo £
Pac Vil June >

$ 0

Enter a valus

Packagi
] 1am =t s (@)

|:| I am =h
o1

b) Package Value (required): manually enter a package value up to and including
$5,000.00 for insurance or select Update from Step 3 to auto populate the package
value that you entered in Step 3: Items.

Step 4: Packaging

“Ship Date [Chooss a date up to 7 days away from today]

11/28/2024

&t

Packapa Vakis foptional) (Z)

H] 0 Update from Step 3

c) Package Type: select a USPS package type from the two options available (Flat
Rate Packaging or Choose Your Own Packaging).
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i. If you would like to quickly fill in the package information with a saved favorite
package type (via Preferences), select the Quick-fill with a Favorite dropdown.

Let us know what you're shipping )

Start from a favoribe or sslect a padkaging type

Quick-fill with a Favorite -

Testng - Priorty Mell Exprass® Legal Fist Rsts Envelops -

Value: §345

Paoly Bag - USPS Ground Advantage™ Choose Your Own Box 4% (L) X E" (A X 7 (H)

Waight: 523ks=, Valus: £200

Poly Bag 2 - Prionty ksl Express® Choose Your Own Box 77 (L) 377 (W) X 47 [H)

‘Waight: 3.19ks, Valus: $500 -
4 3

Lo P R D e e e P =

d) USPS® Flat Rate Packaging: If USPS Flat Rate Box or Envelope is selected, you
will be directed to the next step (Step 4: Services).

Step 4; Packaging

“Ship Date (Choose a date up to 7 days away from today)

03/24/2026

Package Value {optional) @

$ 0

Enter a value up to and including $5,000.00 for insurance

Packaging Options ()
[] 1am shipping Live Animals or Perishable Goods. (7)

[] 1am shipping Cremated Remains @

USPS Flat Rate Box or Other Type of Box or First-Class Mail® Letter
Envelope Envelope or Envelope
Prices based on packaging Pricing based on weight & size Items requiring postage stamp
TOlbs (31.75kg) max TOlbs (31.75kg) max 130z (368g) or lass
Free LISPS Tracking™ Free UISPS Tracking® LISPS Tracking® Not
Available
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e) Other Type of Box or Envelope: If Other Type of Box or Envelope is selected, you
will be required to enter the following Package Details:

Step 4: Packaging

“Ship Date (Choose a date up to 7 days away from today)

‘ 03/24/2026

Package Value (optional) (7)

3|0

Enter a value up to and including $5,000.00 for insuranca

Packaging Options (7)

(] 1am shipping Live Animals or Perishable Goods. (7)

(] 1am shipping Gremated Remains (7)

USPS Flat Rate Box or Other Type of Box or First-Class Mail® Letter
Envelope Envelope or Envelope
Prices based on packaging Pricing based on weight & size temns requinng postage stamp
TOlbs (31.75kg) max TOlbs (31.75kg) max 150z (368g) or lass
Free UISPS Tracking™ Free UISPS Tracking®™ UISPS Tracking® Not
Available

i. Package Weight: manually enter the package weight or select Update from
Step 3 to auto populate the package weight that you entered in Step 3: Items (if
applicable).

i. Ifyou are capturing your package weight by scale, refer to the Connect
USB Scale (Quick Flow and Classic View) section of the Click-N-Ship®
User Guide to view step by step instructions.

Packaging Details

Connect a shipping scale to quickly capture weight for each package. View scale
reqguirements

“Weight includes packaging) @

0 IbsHCI

OZSH

Max: 130z for USPS First-Class Mail options
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ii. Package Dimensions: manually enter the package dimensions. Note, if
HAZMAT was selected, only Choose your Packaging will be available.

iii. Girth: If your package isn’t a standard rectangular box or envelope, select The
packaging is not a standard rectangular box or envelope checkbox and enter
the Girth.

IH Thepadm;irgisrmastﬂmmrema'gjﬂrbuxormmmpel

Girth {D
0 @ | in

Pleaze enter girth. Girth must be greater than 0.

iv. Non-Machinable Items: If your package is a nonmachinable item (an item that
is lumpy, rigid, or square/oddly shaped that can't go through automated sorting
machines and need special handling), select the Characterstic that best
describes your package from the dropdown.

“Da any of the below characteristics apply 1o your packaging ? {I}

If muitiple apply, pleass sslect one. Otherwiss, choose 'Mone

Mana -

Mana

Gless contalner with more than 240z of Bquid

Metal or plastic contelnsr with more then 1 gallon of liqusd

V. Select Save & Get Rates to proceed to the next step.
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“D any of ths below characteristics apply 1o your packaging ? {I}

I multiple apply, pleass sslect one. Otherwiss, choose 'None

Gless container with mons than 240z of iguid

7) Select International Service Type
a) Services: based on the Package Type that was previously selected, a specific list of
available Service Types will be listed in this section. Please note that the Shape,
weight, and size affect the price for large packages —to learn more about this select

the Learn More hyperlink.

Step 5: Services

Ehape, weight, and size affect the price for large packages. Learn Mora

“Salact your USPS Flat Rate Packaging &)

Filtar by | & w Sortby. price | Delivery Time

Fadoed Fial Rale Civelope B0 30 N
= 1242 x 8120

Priority Mail International®
Small Flat Rate Envelope 530,90
o 6" x 10"

__ Priority Mail International ®
§ Legal Flat Rate Envelope $30.90
R S

b) Filter/ Sort By: to more easily view all the available Service types, you can Filter by
Type or Sort by Price and / or Delivery Time.
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Step 5: Services

Shape, weight, and size affect the price for large packages. Learn More

“Select your USPS Flat Rate Packaging @)

Filter by | Au v [ Sort by: Price | Delivery Time |

All

Envelope $45.15
Priority Mail® International

Priority Mail® Express International
Frmnty Mail

_ International® Small Flat

. Rate Envelope

$45.15

6" x 10"

8) Select Extra Service(s)

a) Ifyou are interested in adding an extra service to your packages(s), select the
checkbox of the interested extra service (note, the extra services listed will vary
depending on the international service and package type that was selected).

b) If no extra services are available, you will see a blue message bar letting you know
to proceed to step 5.
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Step 5: Services

Shape, weight, and size affact the price for large packages. Learn Mors

Priority Mail International® Small
Flat Rate Envelope £30.90
= &"xi0r

Change Service Type

I {a More information is required for this label. Please scroll and proceed 1o Step 6.

Extra Services

9) Additional International & Customs Information

a) Before adding the label to the cart, you can opt-into prepaying for the Duties, Fees,
and Taxes (Total Landed Cost Estimate) of your International Shipment and include
additional customs information for your international package such as Non-
Delivery Handling and US Census Bureau and Customs Information.

i. Note: currently, only Germany, UK, and Canada are available for TLC DDP.

b) Total Landed Cost: The Calculated Landed Cost Estimate is a summary that shows
your estimated landed cost for the international label (includes the sum of the
calculation of duties, taxes, and other import fees). You can opt-into prepaying
these fees for a recipient by selecting Yes.

78



Duties, Taxes, and Fees (7)

Duties, taxes, and fees

$35.47

(View Breakdown

“Would you like to pre-pay the duties, taxes, and import fees on behalf of the recipient now?

Yes, | would like to pre-pay now on behalf of
the recipient (Landed Cost will be added to
your total)

No, | would like the recipient to pay the
dufies, taxes, and import fees upon delivery

Email Total Landed Cost Breakdown

‘ ‘ Send Email

i. IfYesis selected, you will be required to accept the Terms and Conditions.

Duties, Taxes, and Fees @

X

“This shipment contains an item considered high value. You will only need to agree to the terms
and conditions below once for all items valued above the defined threshold. We will remember
your agreement for future shipments containing high value items.

*Required: Please review and accept the Terms & Conditions to pre-pay duties, taxes and fees

on behalf of the recipient.

Terms and Conditions
General Site Usage
Last Revised: December 16, 2013

‘Welcome to www.lorem-ipsumm.info. This site is provided as a service to our visitors and may be used for informational
purposes cnly. Because the Terms and Conditions contain legal obligations, please read them carefully.

1. YOUR AGREEMENT

By using this Site, you agree to be bound by, and to comply with, these Terms and Conditions. f you do not agree to-

these Terms and Conditions, please do not use this site.

I agree to the third-party terms and conditions required to pay
D international duties, taxes, and import fees, and certify that | am a seller
shipping goods to a customer.

c¢) Non-Delivery Handling: select how the package should be handled if it cannot be
delivered (Return to Sender or Abandon).
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*Mon-delivery Handling
Specify how the package should be handled in the event that it cannot be deliverad

d) US Census Bureau and Customs Information: if your shipment requires an export
license, select the Shipment requires an Export License checkbox and enter the
AES Downtown Citation from the U.S or International Transaction Number (ITN).

i. Note, you can enter up to 14 alphanumerical values in this field.

US Census Bureau and Customs Information

International packages within certain categories accepted by the Poatal Service
ar any delivery company must display an AES Exemption. View more
information at the US Census Bursau.

Thiz shipment reguires an export license (Most ULS. commercial exports do not require
a licensa)

Generate an Internal Transaction Mumber {(ITN) or AES Downtown Citation from
the U5, Census Bursau or call 1-800-5459-0525

Generate AES/ITN »

. |

e) Enter a Sender’s Customer Reference Number (optional).

Eander's Custom Rafersnce Mambar

f) If you are a Commercial Sender, select the checkbox and enter the License
Number, Certificate Number, and Invoice Number (optional).
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I | Bm & commearcial sendsr {| heve Ucsnss, Cartiflcats, and/ar Imvolcs Mumbary

Commercial Senders Only
Ligansa Mumnber {D

Cestificata Mumber (1)

kwoice Numbar ()

10) Review Calculated Landed Cost Estimate

The Calculated Landed Cost Estimate is a summary located under the Label Summary that
shows your estimated landed cost for the international label (includes the sum of the
calculation of duties, taxes, and other import fees).

a) Toview a detailed breakdown of the duties, fees, and taxes, select View
Breakdown.

Duties, Fees & Taxes Paid by Recipient (Z)
Total Landed Cost Estimate (Duties, Fees & Taxes): $13.00

*"Thasa feas ars not dus now. This i total fees paid by the
recipient upon amival based on 1 item with a package value of
$100.00 USD.

Email Tiotal Landsd Cost Breakdown

i. Review the Detailed Breakdown Summary of the duties, fees, and
taxes.
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Item Breakdown of Total Landed Cost Estimate

The Landed Cost Estimate i an estimate of the taxes, duties, import fees and other fees that will
be impo=zad on your package and ite contants as it is shipped to its delivery destination. The
amount is not exact, but an estimate of what the recipient should pay upon dalivery.

Description H3 Tarif origin aTy Weight Value Duties & Taxes
Dutiss: $0.00
Hotsbook Mons us 1 1 $100.00 Taxss: 513.00

Estimated Fees Fea: 30.00
Estimated Duties & Taxes: 513.00

Estimated Total: $13.00

a) Toreceive a copy of your Total Landed Cost via email, enter your email and click
Send.

Duties, Fees & Taxes Paid by Recipient (T)
Total Landed Cost Estimate (Duties, Fees & Taxes): $13.00

*These fees are not due now. This is total fees paid by the
recipiant upon amival based on 1 item with a package value of
$100.00 USD.

View Breakdown

Email Total Landad Cost Breakdown

11) Review Label Summary
a) Referto the Label Summary to get a summary of your label order. The Label
Summary will be a grey box located at the top right of the page.
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Label Summary

Priority Mail Express 5r2.80
International® Flat Rate

Envelopa

Insurance 2015

12) Add Label to Cart or Save Label to Label Manager
a) Ifallthe required information is correct and you would like to add the label(s) to the
Label Cart and proceed to payment, select Add to Cart.
b) If allthe required information is correct and you would like to save your label to your

Label Manager, select Save.

=

(a) (b)

International Label for Free Matter for the Blind (FMB)
Create an international label for a single recipient free of postage through our eligible services if you
are a qualifying member of the Free Matter for the Blind Program (FMB) by following the steps
below.
1) Begin Single Label Flow Creation Process
a) Referto the Create a Single International Label (Classic View) section of the Click-
N-Ship® User Guide to view the initial steps on how to create your labels via the
Single-Label Flow.

2) Select Package Type
a) Ship Date: select the date that you would like the package to ship (you may now
select a date up to 7 days from today).
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Step 4: Packaging

‘ 06/29/2026

June e LA

b) Package Value (required): manually enter a package value up to and including
$5,000.00 for insurance or select Update from Step 3 to auto populate the package
value that you entered in Step 3: Items (if applicable).

Step 4. Packaging

“Ship Date (Choose a date up 1o T days away from today)

03/24/2026

Package Value [optional) @

$ 0

Enter a value up to and including $5,000.00 for insurance

Igpdate from Step_SI

c) Package Type: if you are a qualifying user of the Free Mater for the Blind (FMB)
program, select the | am shipping as Free Matter for the Blind checkbox to
proceed (refer to the following article for more information about the Free Matter for
the Blind (FMB) Program).
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https://faq.usps.com/s/article/What-is-Free-Matter-for-the-Blind-or-Other-Physically-Handicapped-Persons
https://faq.usps.com/s/article/What-is-Free-Matter-for-the-Blind-or-Other-Physically-Handicapped-Persons

O ram shipping Live Animals or Perishable Goods. @

O ram shipping Cremated Remains @

I ] 1am shipping as Free Matter for the Blind @ I

USPS Flat Rate Box or
Envelope

Prices based on packsging
T0los (31.75kg) max

Free USPS ??'ackfng@

Other Type of Box or
Envelope

Pricing based on weight & size
T0los (31.75kg) max

Free USPS ??'ackfng@

First-Class Mail® Letter
or Envelope

ltems requiring postage stamp
130z (368g) or less

USPS Tracking® Not
Available

d) Package Details: once the | am shipping as Free Matter for the Blind is selected,
you will be required to enter the following package details:

i Package Weight: manually enter the package weight or select Update

from Step 3 to auto populate the package weight that you entered in Step

3: Items (if applicable).

i If you are capturing your package weight by scale, refer to the Connect
USB Scale (Quick Flow and Classic View) section of the Click-N-Ship®

User Guide to view step by step instructions.

Packaging Options ()

| am shipping as Free Matter for the Blind @

Packaging Details

Connect a shipping scale to quickly capture weight for each package. View scale

requirements

*Weight (includes packaging) @

0 lbs

o

‘ Connect

Max: T0lb=s
Update from Step 3
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3) Select Service Type
a) Once the Package Details are entered, an international Free Matter for the Blind
(FMB) Service Type will automatically be selected for you. No further action is
required here.
i. Note: shape, weight, and size affect the price for large packages —to learn
more about this select the Learn More hyperlink.

Step 5: Services

IShape, weight, and size affect the price for large packages. Learn Mare I

“Select a Service Type: Sortby: Price | Delivery Time

Priority Mail International® Free

Matter for the Blind Small Flat Rate
= Box

5-3/8" x 8-5/8" x 1-5/8"

4) Select Extra Service(s)

a) Ifyou are interested in adding an extra service to your packages(s), select the
checkbox of the interested extra service (nhote, the extra services listed will vary
depending on the international service and package type that was selected).

b) If no extra services are available, you will see a blue message bar letting you know
to proceed to step 5.

Step 4. Services

Priority Mail International® Free
Matter for the Blind Small Flat Rate
lee Box

5-3/8" x 8-5/8" x 1-5/8"

Change Service Type

I @ More information is required for this label. Please scroll and proceed to Step 5.
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5) Finalize Single Label Flow Creation Process
a) Refertothe Create a Single International Label (Classic View) section of the Click-N-
Ship® User Guide to view the final steps on how to add further customs details and
save your label to the Label Manager or add the label to the Label Cart via the Single-
Label Flow.

International Label for Cremated Remains
Create an international label to ship cremated remains by following the steps below.

1) Begin Single Label Flow Creation Process
a) Referto the Create a Single International Label (Classic View) section of the Click-N-
Ship® User Guide to view the initial steps on how to create your labels via the Single-
Label Flow.

2) Select Cremated Remains
a) Once on the Packaging step, select the | am shipping Cremated Remains
checkbox.
i Note: There are no extra fees for shipping Cremated Remains. Cremated
Remains may only be shipped using Priority Mail Express® or Priority Mail
Express International’ services.

Packaging Options (§)
Mote: [f vou are shipping Cremated Remains, more details can be found here
Start from a favorite or select a packaging type

Cuick-fll with a Favorite -

[] 1am shipping Live Animals or Perishable Goods. ()

|:| I amn shipping Crematad Bemaing G)

b) Once selected, the Packaging Details section will be displayed. Select the USPS
branded packaging (cremated remains box kit type) you are shipping cremated
remains with from the dropdown.
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Packaging Options (7)

Mote: I yvou are shipping Cremated Remains, more details can be found here
Start from a favorite or select a packaging type

Cuick-fill with a Favorite -

|:| | am shipping Live Animals or Perishable Goods. @

H I am shipping Cremated Remains @
*Select the USPS branded packaging you are shipping in

Select w

Cremated Remains Small Box: 9%(L) x 7-1/4"0W) x 5"(H)

Cremated Remains Large Box: 14-3/4"(L) x 10-1/4°0W) x 10"[H)

i Please note that Cremated Remains Priority Mail Express packaging is

required for all Cremated Remains shipments.

cremated-remains-kit X

Small Cremated Remains Cremated Remains Kit 2 Cremated Remains Kit 1 Small Cremated Remains
Kit 1 1 box, Priority Mail Express Tape, 1 box, Priority Mail Express Tape Kit 2
Bubble Cushioning, Self-Sealing 14-3/4"(L) x 10-1/4"(W) x 10"(H)
1 f 1
Setof Plastic Bag, Publication 139 $0.00 Sello

9-5/8"(L) x 7-3/4"(W) x 6-1/4"(H 9-5/8"(L) x 7-3/4"(W) x 6-1/4"(H
TN AED 14-3/4"(1) X 10-1/4°(W) x 10°(H) xS MR
$0.00 b $0.00

c) Weight: enter the required Package Weight:
i. If you are capturing your package weight by scale, refer to the Connect
USB Scale (Quick Flow and Classic View) section of the Click-N-Ship®

User Guide to view step by step instructions.
d) Select Save & Get Rates to proceed to the next step.
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https://store.usps.com/store/results?Ntt=cremated-remains-kit&_gl=1*5sdlhd*_ga*NDI5MTYzMDcxLjE3NDY0NTM5NjI.*_ga_84V9VN911J*czE3NDc2ODQyMTAkbzE5JGcxJHQxNzQ3Njg1NjIxJGowJGwwJGgw

Packaging Details

Connect a shipping scale to quickly capture weight for each package. View scale
requirsments

You've selected that you are shipping CGremated Remains. Cremated remains must be
shipped in any USPS branded packaging. USPS.com store.

“Weight {ncludes packaging) @

i b= 0 oz ‘ ‘ Connect

Bleoe TOlbs
LUpdate from Step 2

Save & Get Rates

3) Select Service Type
a) Services: Cremated Remains can only be shipped with Priority Mail Express,
which will be preselected by default.

Step 5: Services

*Select vour service Tvpe
Shape, weight, and =size affect the price for large packages.

Learn more about parcel size, weight, and fee standards

Priority Mail Express International® £123.40

Changes Service Type

Extra Services

[ Additional Insurance () Fae Varies

4) Select Cremated Remains Extra Service
a) Once the Priority Mail Express Service Type is selected, add an Extra Service by
selecting the checkbox.

89



Step 5: Services

*Select vour service Type
Shape, weight, and size affect the price for large packages.

Learn more about parcel size, weight, and fee standards

Priority Mail Express International® 2123.40

Change Service Type

Extra Services

[ Additional Insurance (7)

5) Finalize Single Label Flow Creation Process
a) Referto the Step 6: International & Customs Information (Classic View) section of
the Click-N-Ship® User Guide to view the final steps on how to finish creating your
international label via the Single-Label Flow.
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Create a Single Label (Quick-Flow View)

Create individual labels manually and quicker with our new Quick-Flow label creation process,
where all label details will be displayed on one single page instead of our classic step-by-step
format.

Domestic Label
Create a domestic label for a single recipient following the steps below.

1) Begin Single Label Creation Process — Two Options
a) Option 1: Click on Create This Label located on the landing page or New Label in
the top right corner.
i. Note: Once you input all the Recipient address details and click Create This
Label, you will be automatically redirected to the Quick Flow to input the
rest of your label information.

Label Manager =wim==1 Histary Address Book USPS Connect®

Hi California!
Account §

Start Shipping
Please ensure you enter a full, valid address with the appropriate details such as

apartment, auite or PO. Box number if applicable.

Ship To [0 save to Address Book

Please provide first and last name and/or company.

Search your Address Book Q I
First lema i Last Mame company
“Country Copy & Paste US Address
[ United States of America | v I

“Strast Aodress ApUSUTEONET

| I |

-cay “State

“ZIP Coge™

| (=] |

[ Send notifications [] Hold for Pickup &t Post Cffica™

|

Max Character Limit: 30 Max Character Limit: 30

Create This Label

Rfersnos Humbsr / Hots 1Al show on lsbs)) Fsfarancs Numbsr / Hots 2 (Wl show on labs)

Direct Connect  /

Preferences SCAN Forms

New Label | v

l Enter a Label or Tracking Number to View Label Details

More Print & Ship Options

F

Import Batch of Labels
Import multiple labels from a file
into a batch to edit within Label
Manager.

b

g

Create a Batch

Organize your labels into a batch
and utilize our streamlined batch
crestion process.

O

Create a Local XChange
Label

Create a Local XChange label to
drop off at a USPS Smart Locker
nearby.

+

Import from Marketplace
Connect eCommerce
marketplaces & easily import
labels for customer orders.

-
—0
-0

Manage Your Preferences
Manage your shipping
preferences to accelerate your
label crestion and access all
shipping featurss.

b) Option 2: Click on New Label located on the Label Manager page.
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Lebel Manager / Shipping History | AddressBook | USPS Connect® |  DirectConnect | Preferences |  SCAN Forms

Manage, organize, and edit your saved shipping labals, group them into batches, and prepara them for purchase on this page.

All Labels (1) Batches (9)
New Label l Use Address Book ] [ PMOD f Drop Shipment ] [ C' Refresh l Add All Complete to Cart >
New Label

by date and time created. Each new labe! will sppear at the top of the table.

New Batch Service and Package Package Details Extra Services Total Price All Labels «

New Local XChange Label

USPS Ground Advantage® Custom Packaging 1lbs Dozs Insurance £59.39
File Upload ST CREEK DR Edit Service And Package MNonstandard Fess USPS Tracking® Add to Cart
RRK. IL, 60477-6246

Edit Package Details  + Add Exira Services

L IR (] e

Marketplace Import

2) OptInto the Quick Flow Label Creation Experience
a) Onceyou are on the Create a Single Label page, you will be presented with a
banner at the top of the page. To begin utilizing Quick Flow, select the Create a
Label Quick Flow hyperlink and the Quick Flow view will be displayed.

Label Maneger |/ Shipping History |/ AddressBook [/ USPSConnect® [ Direct Connect [ Preferences [ SCAM Forms

I (@ Afaster Click-N-Ship? Try oul Create a | abel quick flow Ior experienced users. ®

Create a Label Ceancel
Step 1: Recipient Details Sender Details

You can manage your return addresses in
Q Preferences.

Search your Address Book

[ Use aone-time return address (7)

b) Once selected, a confirmation popup modal will be displayed. Select Yes, Take me
to Quick Flow.
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Are you sure you want to switch to our new Quick Flow
experience?

Any label information you entered on this screen will be lost if you switch to Quick Flow.

c) Once selected the quick flow view will be displayed and you can begin creating your
labels as needed.

i. If youwould like to make the Quick Flow view your default create a label
view, select the Make This Your Default hyperlink. You can also do this by
selecting Quick Flow from the Default Create a Label Experience section
in Preferences.

ii. Ifyouwould like to revert to the Classic View, select the Classic View
hyperlink.
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E (D ‘You're trying Create a Labal quick flow: Go back 1o the classic view or make this your default . You can edit your default exparience in your Prefarences.

1. Shipping Information

l

Ship Dam
027262028 =]
Ship From Manage Betum Addresses

California Diego

425 L 2T MW ART 1001 WASHINGTON DC, 20001

|

[0 smip From oittarent zip
Cods™

Ship To

[ wus= & ona-tima raturn
BOdrass

[ save to Adarsss Soox

Search your Address Book

Q

2. Content & Packaging Information

Contents

[ Tnis neckags contans hazersous metarsl. (§)
|:| 1 em shipping Live Animals or Perishebls Goods. ®

[ 18m shipping Cremated Femains (7)

Packaging
“Packaging Type Packaga Vakue {ptional)
Other Typs of Box or Envsiops = I ] 1] l

For additional insurance

3. Shipping Options

Provice Shipping snd PECKEgS INformation & chick Get
FAates to sse Shipping Options

Label Summary

Mo Shipping Services seisctsd

Total 0.00

Add to Cart

“wsght () View scals requirements Save to Label Manager
First Nama M Last Name o ‘ ibs I o ozs l Connect l
Il | =
o Dimansicns {raquired far custom packaging] (1)
Langth Width Height
l l o n 0 in o n
At least twa cimengions must be greatar than 0
“Country Copy & Pasta US Address
[0 Tne pacsags is not & standard ractanguiar box o SAVSOpS
Unlied States of America ‘ w l
 and Spasial Hardling Cptians (7)
“Btrmat Address AptSuie/Dthar Homs - l
gy
“State 1P Coda™
Selsct Stats w ] l l

[0 senda notimcstions

Email

[ +ola For Pickup &t Post
ofrcs™

Phana Mumbar

nams&sxample.com ]

Entsr a U.5. phons numbsr

Biefersncs Numier / Nats 1 (Wil show
o lakal)

Peferance Nurber / Motz 2 (Wl show

=n labsl]

| |

|

l

Max Craractar Linit 30

WMax Character Limt: 30

Shipping Information
1) Select Ship Date

a) Select the date that you would like the package to ship (you may now select a date
up to 7 days from today).
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1. Shipping Information

Please ensure you enter a full, valid address with the
appropriate details such as apartment, suite or PO. Box
number if applicable.
Ship Date
06/22/2026 ‘
. w £ b
Ship From June n Addresses
John Doe -
201 DSt ME \
|:| Ship Fron 3 raturn
Coda™
Ship To 4ddress Book
1 2 3 4
Search you E Q
Today
First Mame

2) Enter Sender Details
a) Ship From: the Sender Details section is pre-populated by default based on the
address associated with your account. To change or update this default address,
select Manage Return Addresses.

b) To utilize a saved return address, select the toggle down and select an address from

the list.
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1. Shipping Information

Ship Date
03/26:2026 i |

Ship From Manage Betum Addreszas
DC Test

1000 Superman 5t Washington DG, 20005

DC Test
1000 Sup=rman St Washington DS, 20005

DC Test
1000 Superman St Washington DG, 20005

DC Test
1000 Superman St Washington DC, 20005 |

—'

c) To utilize a one-time return address, select the Use a one-time return address
checkbox.

1. Shipping Information

Ship Date

| 04/28/2025 &

Ship From Manage Return Addresses
DC Test .
1000 Supsrman St Washington DG, 20005

D Ship From Different ZIF D Use a one-timea return address

Code™

Ship To [ save ta Address Book

Search your Address Book Q

d) Ifthe Use a one-time return address is selected, a New Return Address modal
will be displayed.
i. To pre-populate the sender’s information from a saved contact in your
Address Book, enter the contact’s name in the Address Book text field and
select the suggested contact.
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New Return Address

Search your Address Book Cl

ii. Sender Information: enter the sender information in the required* text
fields.

New Return Address

Search your Address Book Q ‘

*Sender Information

Please provide first and last name and/or company.

First Name Ml Last Mame
Enter your first name (max 50 characters). Enter your last name {max 50 characters).
First Name is required Last Name is required
Comparny
Enter your company name (max 50 characters).
Gompany is required
Phone (cptional) “Email
(012) 345-6789 O] ‘ (0]
Enter a valid US phone number {optional). Enter a valid email address.
Please enter a valid U.S. phone number Email is required

iii. Sender Address (option 1): manually enter the sender address in the
required* text fields.

iv. Sender Address (option 2): enter the sender 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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Sender Address | Copy & Paste US Address I
Please provide a valid address. Required fields are marked with an asterisk (7).

“Street Address PAptiSuite
| o] | |

Enter your street address.
Streat Address iz required

“City “State “ZIP Code™

‘ 0] ‘ ‘ AL - Alabama v | O] ‘
Enter your city (me< 50 charecters). Enter your 5- or 9-digit ZIP Code™.

City is required ZIP Code is required

[] save to Address Book

v. 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.

Sender Address [Hide Copy and Paste US Address]
Please provide a valid address. Required fields are marked with an asterisk (7).

Address

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

“Street Address Apt/Suite

o] |

Enter your strest address.
Streat Address is required

“City “Siate “ZIP Code™

0] ‘ ‘ AL - Alabama W ‘ 0]
Enter your city (msx 50 characters). Enter your 5- or B-digit ZIP Code™.
City is requiraed ZIF Code is required
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e) If you are shipping from a different ZIP Code™ than the ZIP Code™ indicated in your
Return Address, select the Ship from a different ZIP Code™ checkbox and enter the
alternate zip code (e.g.:  am shipping items out of a warehouse in Washington, DC,
but items should be returned to my location in New York. | would indicate | am

shipping from Washington DC).

1. Shipping Information
Ship Date

04/28/2025 [

Ship From Manage Return Addresses

DC Test
1000 Superman St Washington DC, 20005

B ship From Different ZIP [J use a one-time return address
Code™

Alternate Ship From P Code™

3) Enter Recipient Details
Within the Click-N-Ship® application, you have the capability to either enter the recipient
details manually or select an address from your Address Book.

a) To pre-populate the recipient information from a saved contact in your Address
Book, enter the contact’s name in the Search your Address Book text field and
select the suggested contact.

i. To be redirected to your Address Book, select the Manage Address Book

hyperlink.
Ship To [ save to Address Book
Search your Addrass Book Q

Manage Address Book

| ST T1 o]

First Mame is requirad La=st Name is requirad
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b) Save to Address Book (optional): if the recipient information that you are entering
is new and you would like to save it as a contact in your Address Book, select the
Save to Address Book checkbox.

i. Note, the contact information will only be saved to the Address Book once
the label is either saved to your Label Manager or added to the Label Cart.

Ship To I [ save to Address Book I
Search your Address Book Q ‘
First Mame M Last Mame

c) Recipient Information: to manually enter the recipient’s information, enter the
details in the required™ text fields.

Ship To [ ] Save to Address Book
Search your Address Book Q ‘

First Mame I Last Mame

Pleasa entar the recipient's Pleaz= enter the recipient's last

first name (up to 50 name {up to 50 characters).

characters). Last Mame is required

First Mame is required

Company

Pleasa enter the company name (up to 50 characters).
Company is reguired

d) Recipient Address (Option 1): manually enter the recipient’s information in the
required* text fields.

e) Recipient Address (option 2): enter the recipient 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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“Country | Copy & Paste US Address]

‘ IJnited States of America A4

“Street Address AptSuite/Othear

o |

Plaase anter the recipient's streat address {required).
Street Address is required

"City

|

Plzase enter the recipient’'s city (required, up to 50 characters, emaojis not
allowead).
City is required

“State "ZIP Coda™

AL - Alabama R ‘

0 |

Enter recipient's 5-digit ZIF code or
ZIP+4 {e.g., 12345 or 12345-6789).
ZIP Gode™ s required

i. 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.
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f)

“Country Hide Copy and Paste US Address

nited States of America A%

Addrass

Paste |15 addrass here and the form will auto-fill below. Use
commas or ine breaks between address lines. Pleass exclude
name and comparny.

*Streat Address Apt/Suite/Other

of |

Plzaza antar the recipient’'s street address (required).
Street Address is reguired

"Gty

o

Pleaza enter the recipient's city (required, up to 50 characters, emojis not
allowead).
City is required

“State "ZIP Code™

AL - Alabama w ‘

|

Enter recipient's 5-digit ZIP code or
ZIP+4 {e.g., 12345 or 12345-6789).
ZIF Gode™ is required

To opt for Recipient Tracking Notifications, select the Send Notifications
checkbox.
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(ii)

[] Send Motifications

[] Heold For Pickup at Post

Office™

Refarence Mumber / Note 1 (Will show  Reference Mumber / Mote 2 (Will show
on label) on label)

e Character Limit: 30

e Character Limit: 30

g) Once the checkboxis selected, a Tracking Notifications for Recipient modal will
be displayed.

Enter the desired emailin the Email text field or the phone number in the
Phone text field. (note, international phone numbers are currently not

supported by the Click-N-Ship® application).
Select the Type of Notifications that you want to receive.
Select Save to save these changes.

Tracking Notifications for Recipient

Enter an email and/or phone number to receive notifications.

“Email Phone Number

hame@example.com O] (012) 345-6789 ®©
Enter a valid email address (maximum 50 characters). Erter a valid phone number.
Email is required Please enter a valid U.S. phone number

Select which types of notifications you would like the recipient to receive.

Email Text

All Below Updates
Expected Delivery Updates
Day of Delivery Updates
Package Delivery

Available for Pick Up
Delivery Exception Updates
Package in Transit Updates
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h) Hold for Pickup at Post Office™ (optional): if you would like to have your package
held at a designated Post Office™ location for pickup, select the Hold for Pickup at
Post Office™ checkbox.

[] Send Motifications [] Hold For Pickup at Post
Office™

Referance Mumber £ Mote 1 (Will show  Reference Mumber # Mote 2 (Will show

on labeal) on labealy

Wiao Character Limit: 30 Wia Character Limit: 30

i. Once selected, a Hold for Pickup modal will be displayed. To find the
nearest Post Office™ location available for pickup. Enter the desire Zip
Code™ in the Enter the ZIP Code™ text field. Select the desired Post Office™
from one of the options displayed.

X
Hold for Pickup
If available, you can select a Post Office™ to hold the shipment until the recipient picks it up.
“Enter & ZIP Gode™
61410 Q

Mearest Location(s)
The shipment will be held until the recipient can pick it up.

© ABINGDON Available Services:
123 W MEEK 5T Pricrity Mail Express®
ABINGDOM, IL, 61410-9998 Priority Mail®
Past Offica Hours @ UISPS Ground Advantage®
Priority Mail® Cubic
UISPS Ground Advantage®
Cubic
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ii. Toreceive text and / or email notifications to notify you or the recipient
that the package is ready for pickup, enter the email and / or phone number
in the respective text fields. Select Save to proceed to the next step.

*Enter an email and phone number for the sender and recipient to receive notifications.

Sender Email Recipient Email
Enter a valid sender email address (e.g., youSaxampla.com). Enter the recipiant's email address (2.9,
Sender Email is required someona@eaxampla.com).
Recipient Email is required

Sender Phona / SMS Taxt Message Racipiant Phone / SMS Text Massage

(012) 345-6789 o ‘ o ‘
Enter a valid phone number for SMS notifications. Enter a valid phone number for SMS notifications.
Please enter a valid US. phone number Recipient Phone / SMS Text Message is required

i) Reference Number(s): to have reference numbers or notes listed on your label,
enter the reference numbers or notes in the Reference Number / Note 1 and
Reference Number / Note 2 text fields.

i. Note: eachreference number/ note will be printed on the label and have a
maximum character limit of 30 characters each.

“Stsls “ZIP Code™

[] Send Motifications [] Hold For Pickup at Post
Offica™

Referancs Mumbsr £ Kote 1 Wil show  Referencs Mumbsr £ Hote 2 W show

on lakos) on lakos)

Max Charactssr Limit 30 Max Charactsr Limit 30
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Content & Package Information

1) Enter Content Details

a) This Items section is optional for domestic packages and only required for
packages that require a Customs Form (such as International or military based
addresses). To enter your items information, select Add Item(s).

2. Content & Packaging Information
Contents

Add Item

] Thiz package containg hazardous material. '@'

i. Once selected, the section will expand. Enter the item information in the
required fields.

Add Modal
All fields are required

|

tern Description is required

“Total Hemis) Weight

lu @O | s ozs (D]

Please enter item weight. At least one field Item Value must be greater than
must be greater than 0

Add tem

ii. Select Add Item to save the item information. Once saved, the item details
will be displayed in the Contents Table.
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2. Content & Packaging Information

Contents
A tem Weight Value
Used Locks (1) 531 lb=z 5235.00 Edit
Bemove
1 item 531 bz 5235.00
Add Item

2) Select Hazardous Materials Type (if applicable)
Does this package contain anything potentially hazardous? Examples of mailable
HAZMAT include batteries, perfume, paint, aerosols, and more. There are types of HAZMAT
that are not mailable. To view a detailed list of HAZMAT examples, select hazardous
materials hyperlink.

a) Ifyour package DOES NOT contain anything potentially hazardous, do not select the
checkbox.

b) If your package DOES contain anything potentially hazardous, select the This
Package Contains Hazardous Materials checkbox.
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2. Content & Packaging Information

Contents
A  ltem Weight  Value
Uzed Locks (1) 531 lbs 23500 Edit
Bemove
1 item 5.3 lbs $235.00
Add Item

|:| Thiz package containg hazardous material. @}

i. Once selected, a HAZMAT section will be displayed. Select the HAZMAT
type from one of the options listed in the dropdown. Note, if HAZMAT is
selected, the Other Type of Box or Envelope type will be preselected by
default.

ii. As ofJuly 12th, 2026 - there will be fees for domestic packages containing
hazardous materials (HAZMAT), including a handling fee to cover costs
associated with air transportation of mailable HAZMAT (applicable only to
air transportation) and a noncompliance fee that will be returned as postage
due. To learn more about this change, visit: https://public-
inspection.federalregister.gov/2026-09584.pdf

H Thiz package contains hazardous material. @

“What type of malable HAZMAT are you mailing?

Select HAZMAT type -

If not listed, it may not be mailable. Learn more about USPS shipping
resirictions

*Note: A HAZMAT handling fee may be applied.
Fees vary by service type and will show in your
Label Summary cnce a service is selected.
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3) Select Package Type
a) Packaging Type: select a USPS package type from the three options available (Flat
Rate Packaging, Other Type of Box or Envelope, or First-Class Letter & Large
Envelope).
i. If you would like to quickly fill in the package information with a saved
favorite package type (via Preferences), select a Favorite from the
dropdown.

Packaging Update from items

“Packaging Typa Fackape Value joptional)
Salect - E 0
For additional insurancs

USPS Flat Rete Sox or Envelope

Other Type of Baox or Envelops

First-Class Letter or Envelopse

b) USPSP® Flat Rate Box or Envelope Packaging (Default): If USPS® Flat Rate Box or
Envelope is selected, you will be directed to the next step where you will be
required (only for Business users) to enter the Weight.

i. Note: Flat Rate Packaging does not support HAZMAT materials. If HAZMAT
was selected, please select Other Type of Box or Envelope as your

package type.
Packaging
“Packaging Typa Fackape Value joptional)
USPS Flat Rete Gox or Envel... = S 0 ‘
For additional insurance
“Weight @ View scale requirements
0 os D 0z ‘ Connect ‘
Get Rates
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c) Other Type of Box or Envelope: If Other Type of Box or Envelope is selected, you
will be directed to the next step where you will be required to enter the Package
Weight and Package Dimensions:

i. If you are capturing your package weight by scale, refer to the Connect
USB Scale (Quick Flow and Classic View) section of the Click-N-Ship®
User Guide to view step by step instructions.

Packaging Update from items

“Fackaging Typa Packapa Vale (joptional)
Other Type of Box or Envelops ~ E a ‘
Far additional inswrance
“wkight (7) View scale requirsments
0 DS ] 0Is ‘ Connect ‘

faos TODE

Dimensions {required for custom packaging) @
Langth Width Height

a n ] In g n

Ab least two cimanaians musl be greater than 0

d) First-Class Letter or Envelope Packaging: If First-Class Letter or Envelope is
selected, you will be required to enter the Letter or Envelope Weight. Note, the
maximum weight for letter-size pieces is 3.5 ounce and the maximum weight for
large envelopes is 13 ounces.

Packaging Update from items

“Packaging Typa Packape Valus {optional)
First-Ciass Lettar or Envelops = $ a
Far additional inswranca
“Wkight () View scale requirements
a s o 0z | Connect

i. Letter or Envelope Length: manually enter the letter or envelope length.
Note, the minimum size limit for letters and envelopes in Click-N-Ship is 6"
x4".
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ii.

ifi.

Dimenskons @

Lengin Helght Thickness
o in 0 in Select ~ | in
Length ks the dimenslon parallsl to the eddress as read. BMinimum

dimensions ecoapted: 67 X 4"

Make sure vour letter or flat is the appropriate size: View Sample
Labeal

“Nonstandsrd and Spacial Hending Options (D

‘ Nona -

Letter or Envelope Height: manually enter the letter or envelope height.
Note, the maximum size for letters is 11-1/2"x 6-1/8" x 1/4" thick and the
maximum size for large envelopes is 15" x 12" x 3/4" thick.

Dimsnsions {D

Length Halght Thickness

0 in Salect ~ in

‘D in

L=ngth ks the dimension paralisl to the eddress &5 read. kMinimum
dimensions ectapted: 8% x 47

Make =ure yvour letter or flat is the appropriate size: View Sample
Label

“Honstandard and Specis! Handing Optens ()

Mona -

Letter or Envelope Thickness: select a thickness option from the
Thickness Dropdown. Note, when a piece of First-Class Mail exceeds any
one of the maximum measurements of a letter, it will be classified and
priced as a large envelope (flat) and when a First-Class Mail item exceeds
any one of the maximum measurements of a large envelope, it will be
classified and priced as a package (parcel).
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e)

Dimensions @

Length Halght Thickness
0 in ] in Salect w in
L=ngth s the dimenslon parallsl to the eddress &5 read. BInimum

dimensions ectepted: & x 4"

Make sure vour letter or flat is the appropriate size: View Sample

Label

“Honstandsrd and Special Handing Options @

‘

Make sure your letter or flat is the appropriate size:
View Sample Labeal

“Nonstandard and Special Handling Options (7))

More -

Letter iz too rigid {does not bend easily whan
subjected to a transport belt tension of 20 pounds
arcund an 11-inch diameater turn)

Poly-bagged or pohy-wrappad

Wrappead in plastic material or material other than
papar

Clazps, strings, buttons or similar closure davice are
prasant

Containg something rigid, such as pens, keys or
coins that causes the thickness to be uneven

I= a =alf-mailer that iz not preparad according to
DM 204314

|= a booklet that iz not prepared according to DMIM
201,316

Package Value (optional): manually enter a package value up to and including
$5,000.00 for insurance or select Update from Items to auto populate the package
value and weight that you entered in the Items step (if applicable).

Non-Standard First-Class Mail: if the mail is rigid, non-rectangular, non-
uniformly thick, wrapped in plastic, or includes closures such as clasps,
select a characteristic from the dropdown.
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Packaging Update from items

*Packeging Type Package Value {optional)

$ 0

For additicnal insurance

Other Type of Box or Envelope ~

f) Girth: If your package isn’t a standard rectangular box or envelope, select the
packaging is not a standard rectangular box or envelope checkbox and enter the
Girth.

[~ The package is not a standard rectangular box or
anvelope

artn ()

0 in

Girth must be greatsr them 0

g) Non-Machinable Items: If your package is a nonmachinable item (an item that is
lumpy, rigid, or square/oddly shaped that can't go through automated sorting
machines and need special handling), select the Characterstic that best describes
your package from the dropdown.

“Monstandard and Spacial Handling options ()

m MNone - ||

MNone

Glass container with more than 24oz of liquid

hetal or plastic container with more than 1 gallon of
liquid

Inzacuraly wrapped

Can, Roll, or Tuba

Wiooden or Metal box

h) Select Get Rates to proceed to the next step.
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“Monstanderd and Special Handling Optiens (7)

Mone -

Shipping Options
1) Select Service Type
a) Services: based off the Package Type (USPS Flat Rate Box or Envelope, Other Type of
Box or Envelope, or First-Class Letters & Envelopes) that was previously selected, a
specific list of available Service Types will be listed in this section.
i. Note: the service type with the lowest cost will always be selected by
default.

3. Shipping Options

Shape, weight, and size affect the price for large packages and mail.
Leam hore
Sort by: Price | Delivery Time
USPS Ground Advantage® 54.45
Refad oy
3-Day Delivery
Sep 28, 2025
Priority Mail® 510.28
3-Day Delivery

b) If you previously selected Letter or Envelope package type, and if the dimensions or
weight exceeded the First-Class Mail service type limits, a yellow warning message
will be displayed along with a list of other service options available for your package.

i. Note: Letters and Large Envelope Packaging is not eligible for the USPS
Smart Locker Service, Hold for Pickup Service, or the USPS Label Broker
printing option.
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3. Shipping Options

Sheps, weight, and size affsct the prics for largs packeges
and mall. Leern Mors

The dimensions or weight of

& your letter or large envelope
excesds the limits for USPS
First-Class Mail

Sort by: Price | Delivery Time

U3P3 Ground Advaeniages 56.94
Cubic
2-Day Delivery

oo 28, 2025

c) Filter/ Sort By: to more easily view all the available Service types, you can Sort by
Price and / or Delivery Time.

3. Shipping Options

Shape, weight, and size affect the price for large packages and mail.
Leam hore

Sort by] Price | Delivery Time

USPS Ground Advantage® S4.45
Refad oy

3-Day Delivery

Sep 20, 2026

d) If your address is eligible for the USPS Connect® Local Service Types, it will be
displayed here. Eligibility is determined by the sender and recipient address entered in
step 1.
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3. Shipping Options

Shape, weight, and size sffect the price for large packages and mail.
Leam klore

Sort by: Price | Delivery Time

USPS Connect® Local S5.20

Priority Mail® 5788
Fedad-§7805

2-Day Dalivery

Sep 27, 2026

2) Label Summary
Within the Label Summary of the Quick Flow Label creation experience, you will be able to
add extra services to your Label as needed.

a) If aUSPS Connect® Local Service Type is selected, a nearby drop-off location will be
displayed via the Label Summary (note, drop-off locations that are displayed are
determined by the sender address entered).

i. Select View Drop-Off Details to view the drop off location information.

3. Shipping Options

Shape, weight, and size affect the price for large packages and mail.
Learn More

Sort by: Price | Delivery Time

USPS Connect® Local 55.30
Priority Mail® 5T.58

B ]
2-Day Delivery

Sep 27, 2026

Label Summary

USPS Connect® Local $5.30

View Drop-off Details
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ii. Once selected, the Your Drop-Off Location Details popup modal will be
displayed.

Your Drop-off Location Details

NORTH TRYON - POST OFFICE
G700 N TRYOM 5T
CHARLOTTE, NG 28213

Total Distance: 4.11 miles away

Drop-off Hours
“Lot parking availsble

Mon-Fri Sat Sun
7:00 AM-4:00 PM 700 AM-4:00 PM Closed

“Same day delivery is expected but not guarenteed if LISPS receives item by 7:00 am otherwise nexd day delivery expected. Med
day delivery may be impacted by Holideys and Sunday defivery aveilability. Additional restrictions may epply. Speak to your USPS
representative for more details.
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Ship to a USPS® Smart Locker (if applicable): if the address that you are sending to is
close to a secure, self-service USPS® Smart Locker, you will be notified via a Ship to a
USPS® Smart Locker hyperlink located below the Label Summary of the Single Label
Flow.
i. Select the Ship to a USPS® Smart Locker hyperlink to continue with shipping
your item to a USPS® Smart Locker.
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Label Summary

@ ship to a USPS® Smart Locker

USPS Ground $4.20
Advantage®

$100 insurance included Free
USPS Tracking® Free

ii.  Once Ship to Locker is selected, you will be redirected to the Find Smart
Locker modal where you will be able to see the available USPS® Smart Locker

locations.

Find Smart Locker X

iii. Select the Radius (5 mi - 25 mi) dropdown and then select Search.
iv. Enter the recipients email address so that they can receive a pickup
notification.
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Find Smart Locker X

Street Address

300 SUPERMAN 51| )] ‘
“City “Stanz “ZIP Code™

CHARLOTTE ‘ NG - Morth Cerolina w ‘ 28282 ‘
“Sladius

20 miss e Search

Enter recipient email address for pickup notification.
“Bacipiant eal (mguired)

Recipiant emal required

V. Choose the USPS® Smart Locker of your choice from the options listed by
selecting Ship Here.

CONCORD § Post Offica™

66 MCCACHERN BLVD SE
CONCORD, NC 23025

Open now | Closes 11:58 PM

10.0% miles away

OAKDALE ® Post Offica™

1101 SUNSET RD
CHARLOTTE, NC 28216

Open now | Closes 11:30 PM
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vi. Once a Smart Locker is selected, the locker information will be displayed in the
Label Summary:

Label Summary

Q‘ Ship to Locker For Pickup Bemove
MORTHEAST

1820 HARRIS HOUSTON RD
CHARLOTTE, NC 28262

3) Select Extra Service(s)
a) To add an extra service from the Label Summary, select the checkbox of the
interested extra service and choose an Extra Service Type.

ii. Note, the extra services listed will vary depending on the service and
package type that was selected. Some extra services are not eligible for
certain service and package type combinations. Return labels are only
offered to Business accounts.

USPS Ground Advantage® $10.30
Cubic Gustorn Packaging
$100 insurance included Free
USPS Tracking® Free
[ Additional Insurance () Fee varies
[] signature Services {D Fes \Varies
] Create a Retmn Label Q) Charged upon
use
] Label Dalivery @) $1.55
|:| Hide Postage on Label @

4) Add Label to Cart or Save Label to Label Manager
a) If allthe required information is correct and you would like to add the label(s) to the
Label Cart and proceed to payment, select Add to Cart.
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b) If allthe required information is correct and you would like to save your label to your
Label Manager, select Save to Label Manager.
i. Note, you can save at any time if Recipient Details are provided. Saving will
allow you to come back to this label later to make any changes prior to
purchasing it.

‘ Save to Label Manager ‘

Domestic Label for Live Animals & Perishable Goods

Create a domestic label to ship Live Animals or Perishable Goods for a single recipient via Quick-
Flow by following the steps below.

1) Begin Single Label Flow Creation Process
a) Referto the Create a Single Domestic Label (Quick-Flow View) section of the Click-
N-Ship® User Guide to view the initial steps on how to create your labels via the
Single-Label Flow.
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Content & Package Information

1) Enter Content Details
This Items section is optional for domestic packages and only required for packages that
require a Customs Form (such as International or military based addresses).

a) The Live Animals or Perishable Goods shipping service is not available for
Military addresses (such as FPO, DPO, and APO) and if selected, the Live Animals
or Perishable Goods option will be greyed out.

2. Content & Packaging Information
Contents
(7} Required: At lzast one item ia required for

customs prior to selecting service and package
tvpe for thia destination.

Add ltem

[J This package contains hazardous material. E:l

[] 1am shipping Live Animals or Perishable Goods

2) Select Hazardous Materials Type (if applicable)
Does this package contain anything potentially hazardous? Examples of mailable
HAZMAT include batteries, perfume, paint, aerosols, and more. There are types of HAZMAT
that are not mailable. To view a detailed list of HAZMAT examples, select hazardous
materials hyperlink.

a) The Live Animals or Perishable Goods shipping service is not available with HAZMAT
and if selected, the Live Animals or Perishable Goods option will be greyed out. To
proceed with shipping Live Animals or Perishable Goods, do not select HAZMAT.
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2. Content & Packaging Information

Contents

‘ Add ltem

B This package containg hazardous material. E}

“Whet typs of malleble HAZMAT are you malling?

Selact HAZMAT type -

If not listed, It mey not be mallabls. Lesm mors

[] !am shipping Live Animalz or Perizhable Goods (D

3) Select Live Animals or Perishable Goods Type
You may ship live animals or perishables with select service types for an additional fee. Live
Animal and Perishable Handling Fee is charged to cover the additional costs associated
with handling and transporting of all live animals and perishables (fruit, meat, etc.).

a) Selectthe | am Shipping Live Animals or Perishable Goods checkbox and then
select the Item Type from the dropdown.
i. Note: some service types may not be available depending on the type of
animals or goods you select.

2. Content & Packaging Information

Contents

‘ Add ltem

[] This package contains hazardous material. {E}

am shipping Live Animals or Perishable Goods (@)
“¥What type of ENIMEls or perishabis goods &rs you shipping?

ding on the type

Live day-old chicks

Adult Birds

Pacl Scorpions

Yout Beas ; or Perishable
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4) Select Packaging
a) Packaging Type: shipping Live Animals cannot be shipped in any USPS provided

Flat Rate packaging, there Other Type of Box or Envelope will be selected by
default. Perishable Goods are eligible for USPS packaging.

b) Package Value (optional): manually enter a package value up to and including
$5,000.00 for insurance or select Update from Items to auto populate the package
value and weight that you entered in the Iltems step (if applicable).

Packaging Update from items

You've selected that you are shipping Live Animals or Perishable
Goods, which cannot be shipped in any USPS provided Flat
Rate packaging.

*Packsging Type Package Value {optionsl)

Other Type of Box or Envelope = $ 0

For additicnal insurance

c) Package Details: The Package Weight and Package Dimensions are required for

Other Type of Box or Envelope:
i If you are capturing your package weight by scale, refer to the Connect

USB Scale (Quick Flow and Classic View) section of the Click-N-Ship®
User Guide to view step by step instructions.
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Packaging

You've selected that you are shipping Live Animals, which
cannot be shipped in any USPS provided Flat Rate

packaging.
*Packaging Type Package Value {optional)
Other Type of Box or Envelope ~ $ 0
Fer additional insurance
“Weight (7) View scale requirements
0 lbs ‘ 0 0zs Connect
Max: TOlbs

Dimens=ions (required for custom packaging) @
Length Width Height

0 in 0 in

0 in‘

At least two dimensions must be greater than 0

d) Girth: If your package isn’t a standard rectangular box or envelope, select the
packaging is not a standard rectangular box or envelope checkbox and enter the
Girth.

'I'r'-a pECkaging IS mot & stendard rectangular Box of snvelioDs

zith (1)
o ORI

Plagss antar girth. Sirth must be greatsr than 0.

e) Non-Machinable Items: If your package is a nonmachinable item (an item that is
lumpy, rigid, or square/oddly shaped that can't go through automated sorting
machines and need special handling), select the Characterstic that best describes
your package from the dropdown.
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Bl The package is not a standard rectangular box or envelope

Sirth @

- T

Girth must be grestar than O

“Monstsndard Bnd Spectsl Handing Options (I}

MNona

MNona

Metal or plastic container with more than 1 gallon of liquid
Insecuraly wrappead
Can, Roll, or Tube

Wooden or Matal box

Glass comtainer with more than 24oz of liquid

TTITERT O o T

Select Get Rates to proceed to the next step.

Package Dimensions (required for custom packaging) @

5 in 5 in

o

At lesst two dimensions must e greater than 0

B the package iz not a standard rectangular box or envelope

Girth @

20 in

Girth must be greater than 0

“Menstandard and Special Handling Options (7)

‘ None
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Shipping Options
1) Select Service Type
a) Services: based on the Package Type that was previously selected, a specific list of
available Service Types will be listed in this section. Select a service type from the
options displayed in this section.
i. Note: the service type with the lowest cost will always be selected by
default.

3. Shipping Options

Shape, weight, and =ize affect the price for large packages and mail.

Leamn More
Sort by Price | Delivery Time
USPS Ground Advantage® 2445
]
3-Deay Dedivery

Sep 20, 2028

b) Filter/ Sort By: to more easily view all the available Service types, you can Sort by
Price and / or Delivery Time.

3. Shipping Options

Shape, weight, and size affect the price for lange packages and mail.
Leamn More

Sort by:| Price | Delivery Time

USPS Ground Advantage® 5445

3-Day Delivery

Sap 28, 2028

2) Label Summary
Within the Label Summary, you will see the extra services selected along with the associated
fees for shipping live animals or perishables.
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a) Live Animal and Perishable Goods Fee(s): Priority Mail Express: $7.50, Priority
Mail: $15.00, and Ground Advantage: $7.50. An additional Live Animal
Transportation Fee will be charged at $0.20 per pound for Day Old Poultry for
Priority Mail Express and Priority Mail Zones 5-9.

Label Summary

Priority Mail® Cubic 511.99
Custom Packaging

Live Animal $1.20
Transportation Fee

Live Animal and 515.00
Perishable Handling Fee

3) Select Extra Service(s)
a) To add an extra service, select the checkbox of the interested extra service and
choose an Extra Service Type.
i. Note: The Cremated Remains and Return Label Extra Services will not be
available for Live Animals and Perishable Goods shipments.

Mote: Enter a Package Value of mone than $6500 to zec
Additional Insurance sanvices

] signature Services (T) Fee Varies
[] Label Delivery (D) $1.55

[] Hide Postage on Label (T)

Total $11.99

4) Add Label to Cart or Save Label to Label Manager
a) If allthe required information is correct and you would like to add the label(s) to the
Label Cart and proceed to payment, select Add to Cart.
b) If allthe required information is correct and you would like to save your label to your
Label Manager, select Save to Label Manager.
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i. Note: you can save at any time if Recipient Details are provided. Saving will
allow you to come back to this label later to make any changes prior to

purchasing it.

‘ Save to Label Manager ‘

Domestic Label for Cremated Remains
Create a domestic label to ship cremated remains for a single recipient via Quick-Flow by following
the steps below.

1) Begin Single Label Flow Creation Process
a) Referto the Create a Single Domestic Label (Quick-Flow View) section of the Click-

N-Ship® User Guide to view the initial steps on how to create your labels via the
Single-Label Flow.

Content & Package Information

1) Enter Content Details
This Items section is optional for domestic packages and only required for packages that

require a Customs Form (such as International or military based addresses).
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Contents

Add ltem

[] This package contains

A

[] 1 am shipping Live Animals or Perishable Goods (D

[?

B | am shipping Crematad Ramains (§)
“Seiect the USPS branded peckaging you ars shipping In

Cremated Remaing Small Box: 8°(L) x T=r

O

m shipping as Free Matter for the Biind ()

o

2) Select Hazardous Materials Type (if applicable)
Does this package contain anything potentially hazardous? Examples of mailable
HAZMAT include batteries, perfume, paint, aerosols, and more. There are types of HAZMAT
that are not mailable. To view a detailed list of HAZMAT examples, select hazardous
materials hyperlink.

a) The Cremated Remains service is not available with HAZMAT and if selected, the
Cremated Remains option will be greyed out. To proceed with Cremated Remains,
do not select HAZMAT.
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2. Content & Packaging Information

Contents

‘ Add Item

H This package containg hazardous material. (D

“\hat type of maisble HAZMAT are you mailing?

Select HAZMAT type -

If mott listed, it may not be mailable. Lesrn more sbhout UISPS shipping
resirictions

*Note: A HAZMAT handling fee may be applied.
Fees vary by service type and will show in your
Label Summary once a service is selected.

|:| | am shipping Live Animals or Perishable Goods. ®

|:| I am shipping Crematad

3) Select Cremated Remains Shipping
Cremated Remains may only be shipped using Priority Mail Express® or Priority Mail Express
International’ services.

a) Selectthe Cremated Remains Shipping checkbox.

N6

[] This package containg hazardous materia

1=}

[ 1 am shipping Live Animals or Perishable Goods. @

B | am shipping Cremated Remains @
“Seisct the USPS branded pECKEgING You 8rs shipping In

Cremated Remaings Large Box: 14-374 "k

Cremated Remains Small Box: 9°(L) x 7-1/4"W) x 5°(H)

Cremated Remains Large Box: 14-37/4"(L) x 10-1/4"0W) x 10"H)
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4) Select Packaging
a) Packaging Type: shipping Cremated Remains can only be shipped in USPS branded
packaging. Other Type of Box or Envelope will be selected by default, and the
button will be greyed out. Select the type USPS branded packaging you want to use
to ship your cremated remains in from the dropdown:

[0 This package contains . (D
[] 1 am shipping Live Animals or Perishable Goods. (D

B | am shipping Cremated Bemains @
“Seiact tha USPS branded pECKEQING You ars shipping In

Cremated Remaing Large Box: 14-3/4"%

Cremated Remains Small Box- 9°(L) x 7-1/4"W) x 5°(H)

Cremated Remains Large Box: 14-3754"(L) x 10-1/4"0W) x 10"H)

b) Package Value (optional): manually enter a package value up to and including
$5,000.00 for insurance or select Update from Items to auto populate the package
value and weight that you entered in the Items step (if applicable).

| am shipping Cremated Remains @
*Select the USPS branded packaging you are shipping in

Cremated Remains Large Box: 14-3/4"(

Packaging Update from items

*Packaging Type Package Value {optional)

Other Type of Box or Envelope ™ $ 0

For additicnal insurance

c) Package Details: The Package Weight is required for Other Type of Box or
Envelope:
i. If you are capturing your package weight by scale, refer to the Connect
USB Scale (Quick Flow and Classic View) section of the Click-N-Ship®
User Guide to view step by step instructions.
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Packaging Update from items

*Packaging Type Package Value {optional)

Cither Type of Box or Envelope ™ $ 0 ‘

For additional insurance

*Weight @ View scale requirements
0 lbs ‘ 0 0Z5 Connect
Max: 70lbs

d) Select Get Rates to proceed to the next step.

I

Shipping Options
5) Select Service Type
a) Services: Cremated Remains may only be shipped using Priority Mail Express” or
Priority Mail Express International’ services which will be listed in this section. Select
the service type from the options displayed in this section.

3. Shipping Options

Shape, weight, and size affect the price for large packages
and mai. Learn More

Sort by: Price | Delivery Time

Pricrity Mail Express® 530.90
e

2-Day Delivery

Sap 28, 2025
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6) Label Summary
Within the Label Summary, you will see the extra services selected along with the total price of
shipping Cremated Remains.

a) Live Animal and Perishable Goods Fee(s): Priority Mail Express: $7.50, Priority
Mail: $15.00, and Ground Advantage: $7.50. An additional Live Animal
Transportation Fee will be charged at $0.20 per pound for Day Old Poultry for
Priority Mail Express and Priority Mail Zones 5-9.

Label Summary

Pricrity Mail Express® %580.90
View Drop-off | ocation

$100 insurance included Free
3PS Tracking® Free

7) Select Extra Service(s)
a) To add an extra service, select the checkbox of the interested extra service and
choose an Extra Service Type.

Mote: Enter a Packape Value of mone than $500 to see

Additional Insurance services

[ signatura Services {D Fee Varies

[ Create a Retum Labal (7) Charged upon
use

[ Label Delivery (7) $1.55

[ Hide Postage on Label () Fres

8) Add Label to Cart or Save Label to Label Manager
a) If allthe required information is correct and you would like to add the label(s) to the
Label Cart and proceed to payment, select Add to Cart.
b) If allthe required information is correct and you would like to save your label to your
Label Manager, select Save to Label Manager.
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‘ Save to Label Manager ‘

International Label
Create an international label for a single recipient via quick flow by following the steps below.

1) Begin Single Label Creation Process - Two Options
a) Option 1: Click on Create This Label located on the landing page or New Label in
the top right corner.
i. Note: Once you input all the Recipient address details and click Create This
Label, you will be automatically redirected to the Quick Flow to input the
rest of your label information.
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Label Manager |

Hi California!

Account #:

Start Shipping

Shipping History

Address Book

/ USPSConnect® / DirectConnect Preferences / SCAN Forms

l Enter a Label or Tracking Number to View Label Details

More Print & Ship Options

Please ensure you enter a full, valid address with the appropriate detsila such as
apartment, suite or PO. Box number if applicable.

Ship To

Please provide first and last name andfor company.

F

Import Batch of Labels

Import multiple labels from a file

[ save to Address Book

into a batch to edit within Label

l Search your Address Book Q l Manager.

First Hame B LastHame Company
e

B Copy & Paste US Address Greate a Batch
Organize your labels into a batch

l United States of America | ~ l and utilize our streamlined batch
cresation process.

“Street Agdress Apt/Suta/Other

“ciy “Stats “ZIP Code™ ®

| l Select Stata ~ l I l

Create a Local XChange

[ Send notifications

Lebel Manager |

Referance Numizsr / Mota 101l show on |absi)

[ Hoid for Pickup at Post Offica™

Label
Create a Local XChange label to
drop off at a USPS Smart Locker
nearby.

Raferance Numbosr / MNote 2 (Wil shaw on labe]

|

Max Character Limie 30

Max Character

Limit: 30

T

Import from Marketplace
Connect eCommerce
marketplaces & easily import
labels for customer orders.

-

=

Manage Your Preferences
Manage your shipping
preferences io accelerate your
label creation and access all
shipping features.

b) Option 2: Click on New Label located on the Label Manager page.

Shipping Histery

Address Book

USPS Gonnect® Direct Connect [/  Preferences SCAN Forms

Manage, organize, and adit your saved shipping labals, group them into batches, and prepara them for purchase on this page.

New Label . l Use Address Book ] l PMOD / Drop Shipment ] l C' Refresh

All Labels (1)

Batches (9)

Marketplace Import

l Add All Complete to Cart >

BRI, IL, B047T-6246

Edit Package Details

+ Add Extra Services

& NewlLabel
by date and time created. Each new label will appear at the top of the table.
§ New Batch Service and Package Package Details [Extra Services Total Price All Labels
@  New Local XChange Label )
USPS Ground Advantage® Custom Packaging 1 |bs Oozs Insurance £50.39
@ File Upload ST CREEK DR Edit Service And Package Monstandard Fess USPS Tracking®
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2) OptInto the Quick Flow Label Creation Experience
a) Onceyou are on the Create a Single Label page, you will be presented with a
banner at the top of the page. To begin utilizing Quick Flow, select the Create a
Label Quick Flow hyperlink and the Quick Flow view will be displayed.

Lsbel Maneger / Shipping History |/ AddressBook [ USP3Connect® | Direct Gonnect [ Preferences [/ SCAN Forms

I (@ Afaster Click-N-Ship? Try D'Ul Create a | abel quick flow IDr experienced users. «

Create a Label Cancel
Step 1: Recipient Details Sender Details

You can manage your return addresses in
Preferences.

Saarch your Address Book Q

[J Use aone-time ratumn address ()

b) Once selected, a confirmation popup modal will be displayed. Select Yes, Take me
to Quick Flow.

Are you sure you want to switch to our new Quick Flow
experience?

Any label information you entered on this screen will be lost if you switch to Quick Flow.

No, Stay on this page l Yes, Take me to Quick Flow

c) Once selected the quick flow view will be displayed and you can begin creating your
labels as needed.
i. Ifyouwould like to make the Quick Flow view your default create a label
view, select the Make This Your Default hyperlink. You can also do this by
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selecting Quick Flow from the Default Create a Label Experience section
in Preferences.
ii. Ifyouwould like to revert to the Classic View, select the Classic View

hyperlink.

I (D ‘You're trying Create a Label quick flow: Go back to the classic view or make this yvour default . You can edit your default experience in your Prefarences.

1. Shipping Information

Ship Date
03/26/2026 =] l
Ship From Manage Betum Addrosses

DC Test -
1000 Superman 5t Washington DG, 20005 fal

[ ship From Dittsrent Zip [ u== & ona-tima ratun

2. Content & Packaging Information
Contents

[0 Tnis packags contans hazardous metaral. (1)
[ 1em shipping Live Animals or Persnebis Gooas. (7)

|:| 1 em shipping Cremated Femsains (D

3. Shipping Options

Prowide Shipping and Package infermation & click Get
Fiales fo see Shipping Options

Label Summary

Mo Shipping Services seiscted

Total

Add to Cart

Save to Label Manager

Code™ Bddress Packaging
“Packaging Type Packaga Vakis (sptional)
Ship To [ save to Address Sook
Other Typs of Box or Envsiops ~ ] 1]
Search your Address Book Q Far addsional inswance
“wight (T) View scale raquirements
First Nama M Last Name o ‘ bs I o ozs l Connect l
| | =
Dimansions (rquired far custom packaging) (7)
Cempamy
Langth Width Height
l [+ in o In [ in
A least two cimenaiona must be greater than 0
“Caw Copy & Dasts US Address
i [0 The pacsags is not & standand rectanguiar box of snVEiops
United States of Amarica ‘ ~ l
< and Spacial Handling Options (7)
“Strmat Address Apt/Suite/Other Hons w l
—_—
“State TP Coda™
Salsct Stete v ] l l

[0 send Hotincetions [ Hold For Pickup st Post

Offics™

Email Phana Mumbar

Entsr 2 1.5, phons numbsr

namedexamols.com ]

Fiaferenca Numer / Nate 1 (Wil show  Risforance Number / Note 2 (Wil shaw
on lakel) an labal)

] l

Max Crametar LU Max Character Limit: 30
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Shipping Information
1) Select Ship Date

a) Selectthe date that you would like the package to ship (you may now select a date up
to 7 days from today).

2) Enter Sender Details
a) Ship From: the Sender Details section is pre-populated by default based on the address
associated with your account. To change or update this default address, select Manage

Return Addresses.

b) To utilize a saved return address, select the toggle down and select an address from the

list.

1. Shipping Information

Please ensure you enter a full, valid address with the
appropriate details such as apartment, suite or PO. Box

number if applicable.

Ship Date

06/29/2026 ‘
w

Ship From June n Addresses
John Doe .
201 DStMHEY

D Ship Fron 2 return

Coda™
Ship To Address Book

301 2 3 4
Search you E Q

First Mame

Today
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1. Shipping Information

Ship Date
04/28/2025 ] ‘
Ship From Manage Return Addresses
DC Test

1000 Superman St Washington DG, 20005

3. Shipping Options

Provide Shipping and Package Information & click Gat Rates to
see Shipping Options

Label Summary

No Shipping Services selacted

DC Test
1000 Supermean St Washington DC, 20005

DC Test
1000 Supsrman 5t Washington DG, 20005

DC Test
1000 Superman St Washington DG, 20005

DC Test
1000 Supsrman St Washington DG, 20005

DC Test
1000 Superman St Washington DG, 20005

DC Test
1000 Superman St Washington DS, 20005

Total $0.00

Add to Cart

‘ Save to Label Manager

c) To utilize a one-time return address, select the Use a one-time return address checkbox
and then refer to the Edit Sender Details (Quick-Flow View) section of the Click-N-Ship®

User Guide to view the steps on how to enter the sender details.

1. Shipping Information

Ship Date

| 04/28/2025 ] |

Ship From Manage Return Addresses
DC Test

1000 Superman St Washington DG, 20005

3. Shipping Options

Provide Shipping and Package Information & click Get Rates to
see Shipping Options

Label Summary

No Shipping Services selacted

D Ship From Differant ZIP D Us2 a one-time return address

Code™
Ship To [ save to Addrass Book
Search your Address Book Q |

Total $0.00

Add to Cart

| Save to Label Manager

d) If you are shipping from a different ZIP Code™ than the ZIP Code™ indicated in your Return
Address, select the Ship from a different ZIP Code™ checkbox and enter the alternate zip
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code (e.g.: | am shipping items out of a warehouse in Washington, DC, but items should be
returned to my location in New York. | would indicate | am shipping from Washington DC).

1. Shipping Information 3. Shipping Options
Ship Date Provide Shipping and Package Information & click Get Rafes to
see Shipping Options
| 04/28/2025 [+ |
Label Summary
Ship From Manage Return Addresses No Shipping Services selected
DC Test .
1000 Superman 5t Washington DG, 20005 Total $0.00
n Ship From Different ZIP D Use a one-time return address
Coda™
Afternate Ship From ZIP Code™ Add to Cart

| Save to Label Manager

3) Enter Recipient Details
Within the Click-N-Ship® application, you have the capability to either enter the recipient
details manually or select an address from your Address Book.

a) To pre-populate the recipient information from a saved contact in your Address Book,
enter the contact’s name in the Search your Address Book text field and select the
suggested contact.

i. To be redirected to your Address Book, select the Manage Address Book

hyperlink.

. Add to Cart

Ship To [ save to Address Book
Search your Address Book Q | Save to Label Manager
Manage Address Book
ONm T o

| Il
First Mame is reguirad Last Name is requirad

b) Save to Address Book (optional): if the recipient information that you are entering is
new and you would like to save it as a contact in your Address Book, select the Save to
Address Book checkbox.

i. Note, the contact information will only be saved to the Address Book once the
label is either saved to your Label Manager or added to the Label Cart.
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Add to Cart

Ship To I [] save to Address Book I

‘ Search your Address Book Q | | Save to Label Manager

First Mama ] Last Mame

c¢) To manually enter the recipient’s information, enter the details in the required* text

fields.
. Add to Cart

Ship To [ save to Addrass Book
‘ Search your Address Book Q ‘ ‘ Save to Label Manager
First Mame il Last Mame
First Mame is required Last Name is required
Compary
Company is required
“Country

United States of America e
“Street Address AptSurteCther
Streat Address is required
“City
City is required
“State “ZIP Code™

AL - Alasbama w G}

ZIP Coda™ iz reguired

d) Recipient Tracking Notifications: tracking notifications are not available for
international shipments. If the Send Notifications checkbox is selected, an error
message will be prompted when the label is added to the label cart.
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- - T

o Recipient tracking notifications are not available for

“Country international recipients.

Canada L

Get Rates
“Addrsss 1 Addrass 2
‘ ‘ Additional Step: International & Customs Information
sa
@ You have provided necessary Customs
Adaress 3 Information.
Edit

-Gty Provinga -Postal Coos™

Simooa ‘ ‘ oM ‘ ‘ N3Y TB4
Bl Edit Notifications [1 Hold For Pickup at Post

Offica™

e) Reference Number(s): to have reference numbers or notes listed on your label, enter
the reference numbers or notes in the Reference Number / Note 1 and Reference
Number / Note 2 text fields.

i. Note: each reference number/ note will be printed on the label and have a
maximum character limit of 30 characters each.

Refarancs Mumbser / Mote 1 (Wil show  Referance Mumbser / Mote 2 (Wil show
on labal) on labsl)

Max Character Limit- 30 Max Character Limit: 30

Content & Package Information

1) Enter Content Details (required)
a) Contents Type: international packages require you to select a Content Type.
Select the Select a Content Type drop down and select the content type that best
describes your package.
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2. Content & Packaging Information

Contents

“Content Typs

m Documents -

Documents

Gifts

herchandiza

Retumed Goods
Commercial Sample
Hurmanitarian Donation

Dangerous Goods (Select thiz option if wou are
shipping lithium batteries)

Other

b) This Items section is required for international packages and for packages that
require a Customs Form (such as International or military based addresses). To
enter your items information, select Add Item(s). Once Selected, you will be
required to enter the following information:

Add Comments or Mote

(i) Required: At lzast one item is required
for customsa prior to selecting service
and package type for this destination.

Add ltem ‘|

c) HS Tariff Code: HS code is short for Harmonized Commodity Description and
Coding system. It refers to the single, universal and global classification system for
most traded goods and products. It is used to classify products upon export and to
calculate applicable taxes and duties.

i. ifyoudo not have an HS Tariff Code for the item, select no.
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Add ltem
* indicates requined fiald
Do you have an HS Tariff Code for this item?

HS oode iz short for Harmonized Commodity Description and Coding system. It refers to the
single, universal and global classification system for most traded goods and products. It is used to
clazsify products upon export and to calculate applicable taxes and duties.

D‘l‘brs
0 neo

i. If youdo have an HS Tariff Code for the item, select Yes and enter the code

in the required text field.

Do you have an HS Tariff Code for this item?

HS code iz short for Harmonized Commaodity Description and Coding systam. It refers to the
single, universal and global classification system for most traded goods and products. It is used 1o
classify products upon export and to calculate applicable taxes and duties.

Q =
) Mo

“HE Tariff Coda

c) Item Details: enter the item description, quantity, and weight.
d) Item Value: enter the total item(s) value.
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Add Hkem
“indicates required field
Do you have an HS Tariff Gode for this item?

HS code is short for Harmonized Commodity Description and Coding system. It refers to the
single, universal and global classification system for most traded goods and products. [t is used fo
classify products upon export and to calculate applicable taxes and duties.

O Yes

Q Mo
“Item Description “Quuantity “Total ltemis) Weight “Total temis) Velue
| (D‘H1 :HD@ Ibs ‘{:{D 0zs ‘S D@‘

Itemn Description is required

Please enter item waight. At least
one field must be greater than 0

ltem Valua must
be greater than
0

e) Country of Origin: select the items country of origin.

“Coountry of Crigin

United States of America

United States of America

Afghanistan

Albania

Algeria

Andorra

Angola

- b

f) Category Type: select the items category and subcategory type.
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“Salect a category

Arts & Collectibles e

“Exlact @ sub-catagary

Anthque Hand-Peintsd & Hend-Drewn Art
Antiques Over 100 Years Old
Archasologhcal, Zoologlcel & Histarcal Caollector's Pleces

Art Paint & Brushes

Art Prints

g) Select Add Item to save the item information. Once saved, the item details will be
displayed in the Contents Table.

2. Content & Packaging Information

Contents

»  Hem Waight Value
Used Locks (1) 5.3 |bs £235.00 Edlit
1 item 531 bz 23500
Add Item

2) Select Hazardous Materials Type (if applicable)
Does this package contain anything potentially hazardous? Examples of mailable
HAZMAT include batteries, perfume, paint, aerosols, and more. There are types of HAZMAT
that are not mailable. To view a detailed list of HAZMAT examples, select hazardous
materials hyperlink.

a) Ifyour package DOES NOT contain anything potentially hazardous, do not select the
checkbox.
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b) If your package DOES contain anything potentially hazardous, select the This
Package Contains Hazardous Materials checkbox.

2. Content & Packaging Information

Contents
A Ham Weight Value
Uszed Locks (1) 531 lbs 5235.00 Edit
Bemove
1 item 531 bz £235.00
Add ltem
|:| This package contains hazardous matenal. @

iii. Once selected, a HAZMAT section will be displayed. Select the HAZMAT
type from one of the options listed in the dropdown.

iv. As of July 12th, 2026 —there will be fees for domestic packages containing
hazardous materials (HAZMAT), including a handling fee to cover costs
associated with air transportation of mailable HAZMAT (applicable only to
air transportation) and a noncompliance fee that will be returned as postage
due. To learn more about this change, visit: https://public-
inspection.federalregister.gov/2026-09584.pdf

ﬂ Thiz package containg hazardous material.

“What type of malable HAZMAT are you mailing?

Select HAZMAT type -

If ot listed, it may not be mailable. Lesrn more about LISPS shipping
resirictions

*Note: A HAZMAT handling fee may be applied.
Fees vary by senice type and will show in your
Label Summary once a service is selected.
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3) Select Package Type

a) Packaging Type: select a USPS package type from the three options available (

USPS Flat Rate Box or Envelope, Other Type of Box or Envelope or First-Class Letter

or Envelope).

Packaging
*Packaging Tvpe Package Value (optionsl)
Other Type of Box or Envelope ~ ‘ 5 0 ‘
For additicnal insurance
“Weight () View scale requirements
1] lbs ‘ ‘ 1] ozs Connect
Max: T0lbs

b) USPSP® Flat Rate Box or Envelope Packaging (Default): If USPS® Flat Rate Box or
Envelope Packaging is selected, you will be directed to the next step where you will

be required to enter the Package Weight.

i. Note: Flat Rate Packaging does not support HAZMAT materials. If HAZMAT

was selected, please select Other Type of Box or Envelope as your

package type.

ii. If you are capturing your package weight by scale, refer to the Connect

USB Scale (Quick Flow and Classic View) section of the Click-N-Ship®

User Guide to view step by step instructions.

Packaging Update from items

*Packaging Type

Package Value {opticnal)

USPS Flat Rate Box or Envel... =

s

D ‘

For additional insurance

“Weight @

View scale requirements

‘D IbSHD

OZS5

Connect

Max: 70lbs

Get Rates
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c) Other Type of Box of Envelope Packaging: If Other Type of Box or Envelope is

selected, you will be directed to the next step where you will be required to enter the
Package Weight and Package Dimensions:

Packaging Update from items

*Packaging Tvpe

Package Value {optional)

‘ Other Type of Box or Envelope =

5 0

Eopr additinmel imoror -

“Weight @

View scale requirements

0 Ibs ‘ 0 0zZS ‘ Connect
Max: 70lbs
Dimensions (required for custom packaging) @
Length Width Height
0 in in ‘ 0 in ‘

At least two dimensions must be greater than 0

d) Package Value (optional): manually enter a package value up to and including

$5,000.00 for insurance or select Update from Items to auto populate the package
value and weight that you entered in the Iltems step (if applicable).

Packaging Update from items

*Packaging Type

Package Value (optional)

Other Type of Box or Envelope ~

For additional insurance

o

“Weight ® View scale requirements
0 lbs ‘ 0 0zs | Connect

Max: 70lbs

Dimensions (reguired for custom packaging) ®

Length Width Height
0 in 0 in 0 in

At least two dimensions must be greater than 0
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e) Girth: If your package isn’t a standard rectangular box or envelope, select the
packaging is not a standard rectangular box or envelope checkbox and enter the
Girth.

Iﬂ The package iz not a standard rectangular box or envelope I

G@irth @
20 in
Glrth must bs ETEE'.BT 1haan O

i Non-Machinable Items: If your package is a nonmachinable item (an
item that is lumpy, rigid, or square/oddly shaped that can't go through
automated sorting machines and need special handling), select the
Characterstic that best describes your package from the dropdown.

B The packageis not a standard rectangular box or envelope

airn ()
20 in
Girth must be grestar than O

“Nonstandsrd and Specisl Handiing Options (D

Mona -

Monea

Glass container with more than 240z of liguid

Metal or plastic container with more than 1 gallen of liquid
Inszcuraly wrapped

Can, Roll, or Tube

Woodan or Matal box

ii. Select Get Rates to proceed to the next step.
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Package Dimensions (required for custom packaging) @

mn
=

5 in 5 ir

Al lesst two dimensions must e greater than 0

B the package iz not a standard rectangular box or envelope

Girth@

20 in

Girth must be greater than 0

“Monstandard and Special Handling Options @

‘ MNone -

Get Rates

4) Additional Step: International & Customs Information

a) Before adding the label to the cart, you can include additional customs information

for your international package such as Non-Delivery Handling and US Census
Bureau and Customs Information.

b) Non-Delivery Handling: select how the package should be handled if it cannot be

delivered (Return to Sender or Abandon).
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Additional Step: International & Customs
Information

Non-delivery Handling

Return to Sender

AES Exemption

MOEE| 30.36: Shipment destined to Canada

Edit Customs Information

International & Customs Information

“Indicetes requirad fisid

Mon-delivery Handling
“Specify how the package should be handled in the event that it cannot be delivered

a. US Census Bureau and Customs Information: if your shipment requires an export
license, select the Shipment requires an Export License checkbox and enter the AES
Downtown Citation from the U.S or International Transaction Number (ITN).

i. Note, you can enter up to 14 alphanumerical values in this field.
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S Census Bureau and Customs Information

International packages within certain categories accepted by the Postal Service or any delivery
company must display an AES Exemption. View more information at the US Census Bureau.

This shipment reguires an export license (Most LS. commercial exports do not require a license) I

Generate an Internal Transaction Mumber (ITN) or AES Downtown Citation from the U.S. Cenaus
Buresu or call 1-800-549-0535

Generate AFES/ITN »

AESTTH ®

b) Enter a Sender’s Customer Reference Number (optional).

c) Ifyou are a Commercial Sender, select the checkbox and enter the License Number,
Certificate Number, and Invoice Number (optional).

S Census Bureau and Customs Information

International packages within certain categories accepted by the Postal Service or any delivery
company must display an AES Exemption. View mors information at the US Census Bursau.

[] This shipment requires an export license (Most .S, commercial exports do not require a licensa)

“AES Exsmption @

‘ MOEE] 30.36: Shipment destined to Canada -

Sandsrs Custom Refarence Mumibser

D | am a commercial sender (| have License, Cartificate, andfor Imvoice Number)

. -

d) Once this step is completed, a green success banner will be displayed.
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Additional Step: International & Customs Infarmation

{E} You have provided necessary Customs Information.
Edit

Shipping Options
1) Select Service Type
a) Services: based on the Package Type that was previously selected, a specific list of
available Service Types will be listed in this section. Select a service type from the
options displayed in this section.
i. Note: the service type with the lowest cost will always be selected by
default.

3. Shipping Options

Shape, weight, and size affect the price for large packages and mail.
Leam hiore

Sort by: Price | Delivery Time

First-Class Package International S517.B5
Service

Pricrity Mail Internationak® 542,05
Pricrity Mail Express International® S561.60

b) Filter/ Sort By: to more easily view all the available Service types, you can Sort by
Price and / or Delivery Time.

155



3. Shipping Options

Shape, weight, and size affect the price for large packages and mail.

Leam hiore

Sort by:| Price | Delivery Time

First-Class Package International S517.B5
Service

Pricrity Mail Internationak® 542,05
Pricrity Mail Express International® S561.60

2) Label Summary

a) Within the Label Summary of the Quick Flow Label creation experience, you will be able to

add extra services and view your total label cost as needed.

Label Summary

Priority Mail 542,85
International®
] additional Insurance @ Fee varies

3) Select Extra Service(s)
a) To add an extra service from the Label Summary, select the checkbox of the
interested extra service and choose an Extra Service Type.

iii. Note: the extra services listed will vary depending on the service and
package type that was selected. Some extra services are not eligible for
certain service and package type combinations. Return labels are only
offered to Business accounts.
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Label Summary

Priority Mail 542,95
International®

[] Additional Insurance (7) Fae varies
Total 542,85

4) Review Calculated Landed Cost Estimate
The Calculated Landed Cost Estimate is a summary located under the Label Summary that
shows your estimated landed cost for the international label (includes the sum of the
calculation of duties, taxes, and other import fees).

a) Toview a detailed breakdown of the duties, fees, and taxes, select View
Breakdown.

Total #116.90

Add to Gart

‘ Save to Label Manager ‘

Duties, Fees & Taxes Paid by Recipient ()

Total Landed Cost Estimate (Duties, Fees & Taxes): $117.50

View Breakdown

Email Tofel Landed Cost Breakdown

‘ ‘ Send

ii. Review the Detailed Breakdown Summary of the duties, fees, and
taxes.
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Item Breakdown of Total Landed Cost Estimate

The Landed Cost Estimate is an estimate of the taxes, duties, import fees and other fees that will
be imposed on your package and its contents as it is shipped to its delivery destination. The
amount is not exact, but an estimate of what the recipient should pay upon delivery.

Description HS Tariff Origin aTty Weight Value Duties & Taxes
Duties: $0.00
Usad Locks Mone us 1 8.13 £2.350.00 Taxes: $117.50

Estimated Fees Fea: 30.00
Estimated Duties & Taxes: $117.50

Estimated Total: $117.50

b) To receive a copy of your Total Landed Cost via email, enter your email and click
Send.

Total $116.90

Add to Cart

‘ Save to Label Manager ‘

Duties, Fees & Taxes Paid by Recipient )

Total Landed Cost Estimate (Duties, Fees & Taxes): $117.50

View Breakdown

Email Tofal Landed Cost Brealidown
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5) Add Label to Cart or Save Label to Label Manager
a) If allthe required information is correct and you would like to add the label(s) to the Label
Cart and proceed to payment, select Add to Cart.
b) If allthe required information is correct and you would like to save your label to your Label

Manager, select Save to Label Manager.
i Note: you can save at any time if Recipient Details are provided. Saving will
allow you to come back to this label later to make any changes prior to

purchasing it.

‘ Save to Label Manager ‘

International Label for Cremated Remains
Create an international label to ship cremated remains for a single recipient via Quick-Flow by
following the steps below.

1) Begin Single Label Flow Creation Process
a) Referto the Create a Single International Label (Quick-Flow View) section of the
Click-N-Ship® User Guide to view the initial steps on how to create your labels via

the Single-Label Flow.

Content & Package Information

1) Enter Content Details
This Items section is optional for domestic packages and only required for packages that
require a Customs Form (such as International or military based addresses).
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Contents

“Content Typs

‘ Merchandise -
MOTE: If your maiing comtains a dangarcus good, including amy itam with a Fthium
batiery, you must chaose the Dangenus Goods option

Add Comments or Note

Rafarencae Mumber Typs Customs Referenc:s Number

‘ Salact e ‘ ‘ Tax 1D, WAT Mummkbser, or Im ‘

{D Required: At least one item is required for
customs prior to selecting service and package
tvpe for this destination.

Add ltem

2) Select Hazardous Materials Type (if applicable)
Does this package contain anything potentially hazardous? Examples of mailable
HAZMAT include batteries, perfume, paint, aerosols, and more. There are types of HAZMAT
that are not mailable. To view a detailed list of HAZMAT examples, select hazardous
materials hyperlink.

a) The Cremated Remains service is not available with HAZMAT and if selected, the
Cremated Remains option will be greyed out. To proceed with Cremated Remains,
do not select HAZMAT.
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This package contains hazardous material. [D

“uhet typs of malleble HAZIMAT are you maling?

Salect HAZMAT type -

If not listed, It MEy not ba malabls. Learmn maors sbout USPS shipping
restrictions

[] 1 am shipping Live Animals or Perishable Goods. @
[] I am shipping (D
[ 1am shipping as Fres Matter for the Blind (D

3) Select Cremated Remains Shipping
You may ship cremated remains with select service types at zero cost to you. There are no
extra fees for shipping Cremated Remains. Cremated Remains may only be shipped using
Priority Mail Express® or Priority Mail Express International’ services.

a) Selectthe Cremated Remains Shipping checkbox and then

[] This package containg @

[ 1 1 am shipping Live Animals or PerishaHe Goods. I:D

B | am shipping Cremated Remains ()
“Sisiect ths USP'S branded peckEging you &/ shioping In

Cremated Remaing Large Box: 14-3/4" %

Cremated Remains Small Box: 9°(L) x 7-1/4"W) x 5°(H)

Cremated Remains Large Box: 14-37/4"(L) x 10-1/4"0W) x 10"H)

4) Select Packaging
a) Packaging Type: shipping Cremated Remains can only be shipped in USPS branded
packaging. Other Type of Box or Envelope will be selected by default, and the
button will be greyed out. Select the type USPS branded packaging you want to use
to ship your cremated remains in from the dropdown:
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[] This package contains D
[J 1 am =hipping Live Animals or Perizhable Goods. @

B | am shipping Crematad Remains (§)
“Sgisct the USPS brended peckaging you s snipping In

Cremated Remains Large Box 14-2/4"L H

] Cremated Remains Small Boxc 9"(L) x 7-1/4"(W) x 5°(H)

Cremated Remains Large Box: 14-3/4"L) = 10-1/4"0W) 2 10" H)

a) Package Value (optional): manually enter a package value up to and including
$5,000.00 for insurance or select Update from Items to auto populate the package
value and weight that you entered in the Items step (if applicable).

Packaging Update from items

*Packaging Tvpe Packags Velue [optional)

Other Type of Box or Envelope = L ]

For additionsl insurance

b)
c) Package Details: The Package Weight is required for Other Type of Box or

Envelope:
i If you are capturing your package weight by scale, refer to the Connect
USB Scale (Quick Flow and Classic View) section of the Click-N-Ship®
User Guide to view step by step instructions.
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Packaging
*Packaging Tvpe Package Value (opticnsl)

$ 0

For additional insurance

Other Type of Box or Envelope ~

"Weight @ View scale requirements
0 Ibs ‘ 0 0Zs ‘ Connect
Vax: 70lbs

—

d) Select Get Rates to proceed to the next step.

h

Shipping Options
a) Refer to the Select an International Service Type (Quick-Flow View) section of the Click-N-Ship®
User Guide to continue finalizing the international label creation via quick-flow.

Create a Batch
Organize your labels into a batch and utilize our streamlined multi-label creation process.

1) Begin Multi-Label Batch Process
a) Option 1: Select the Create a Batch tile located on the landing page.
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Label Manager /  Shipping Histary AddressBook /  USPS Connect®  /

Hi California!
Account #

Start Shipping
Please ensure you enter a full, valid address with the appropriate details such as

apartment, auite or PO. Box number if applicable.

Ship To [ save w Address Book

Please provide first and last name and/or company.

Direct Connect Preferences [

SCAN Forms

Enter & Label or Tracking Mumber to View Label Details

More Print & Ship Options

F

Import Batch of Labels

Import multiple labels from a file
into a batch to edit within Label

+

Import from Marketplace
Cennect eCommerce

l Search your Address Book

Manager.

aj

marketplaces & easily import
labels for customer orders.

First Nema ™ Last Hama Company
‘v —o-
. -0

y Copy & Paste US Address Create a Batch Manage Your Preferences
Organize your labels into & batch Manage your shipping

l United States of America | ~ l and utilize our streamlined batch preferences to accelerate your
crestion process. label creation and access all

shipping features.

“Strest Address Apt/Suts/Other

-cy -state “ZIP Cone™ ®

[ | [ seectsme | |

[ Send notifications

FRaferance MUmoer / Mote 1(WIll show on 1abs)

Label
[ Heoid for Pickup at Post Office™

nearby.

FRafarance Mumoer 7 Note 2 (W Snow On 12oe)

|

I |

Max Character Limit: 30

b)

Label Managar

Shipping History

Max Character Limit: 30

Address Book USPS Gonnect® Direct Connact /[  Preferences

Manage, organize, and edit your saved shipping labels, group them into batches, and prepare them for purchase on this page.

All Labals (1)

Batches (9)

Create a Local XChange

Create a Locsl XChange labsl to
drop off at & USPS Smart Locker

Option 2: Click New Batch from the Label Manager Page.

SCAN Forms

New Label l Use Address Book ] l PMOD / Drop Shipment ] l C' Refresh

l Add All Complete to Cart >

Marketplace Import

Edit Package Details

+ Add Extra Services

& NewLabel
by date and time created. Each now label will appear at the top of the table.
§ New Batch Service and Package Package Details Extra Services Total Price { All Labels w
@  New Local XChange Label X
USPS Ground Advantage® Custom Packaging 1lbs Dozs Insurance £59.39
E File Upload ST CREEK DR Edit Service And Package Monstandard Fees USPS Tracking® Add to Cart
BRK. IL, B0477-6246
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2) Enter Batch Details
a) Enter a Batch Name. If no name is entered, it will autogenerate a batch name.
i. Note, once a batch name is entered, the associated batch name and batch symbol
will automatically be tracked for each label that is included in that batch.
b) Enter Batch Notes (Optional)
c) Select Create Batch to be directed to the Batch Summary page and start adding
recipients.

Create your Batch

Fill out the information about the batch you would like to creats.
Once you fill out this information, you will be brought to the
'Batch View" where you can easily creste and edit multiple
labels at once.

Batch Details

Eatch Keme [optional)
YU CEN Neme your Batch hars. It you ©on't name I, 4 name will be genarated based
on the date and time of crestion (s.g. Betch 2024-01-30, 158:00)

Eatch Motes [pptional)

(c)

l Create Batch

3) Add Recipients to Batch (Two Options)

i. Option 1: Add Recipients to the newly created batch via File Upload by selecting Add
from File Upload.

¢ _Back to Batches

Batch: John Doe (0 Labels) C Refresh

Batch Summary Sender Information Batch Notes
Select Services to see pricing Q) Clark Kent 1233

300 SUPERMAN ST
Total $0.00 CHARLOTTE, NC 33333

Add Recipient Add From File Upload Add All Complete to Cart »

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

O Ship Date Recipient Service and Mailpiece Mailpiece Details Extra Services Total Price All Labels -
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i Once Add from File Upload is selected, you will be redirected to the Import a
List of Labels page (click here for detailed instructions).

Uplzad Sie Assign iz 2 Bath Mag Calern Headers Impart Labals

Import a List of Labels
It's easy to import labels, up to 1000 at a time. Start by selecting a GSV file to upload. Download a Template and Instructions

‘What file would you like to upload? e e

D load CSV
© | have my own fila to upload (This includes the downloadable template provided) l oy ownioa l

Ternplats

(O I am uploading a file exportad from an online markatplace

Wiz hawe provided instructions to understand the requined
and necassary inputs for successfully uploading labels.

W recommend using a Click-MN-Ship template to ensure fiekd mapping accuracy.
Howaver, you may uplead your own version and manually map the fields that do not l y

automatically map.

Download
Instructions

Fead our FAQs for morne information.

Select CSV File to Upload

ii. Option 2: Add recipients to the newly created batch via Label Manager by selecting
the Label Manager section at the top of the page.

Label Manager| / ShippingHistory / AddressBook [ USPSConnect® [ DirectConnect / Preferences [ SCAN Forms

< Back to Batches

Labsls In the batch SUfomaticsly SEVe 85 you sntar information.
CNS Tracking Test (1 Label) Edit l l C Refresh
Batch Summary Sender Information

Sender Information
Total 528.70 California Diego

425 L STNW APT 1001 Clark Kent
WASHINGTON, DC, 200 300 SUPERMAN ST
CHARLOTTE, NC 33333

l Use Address Book l l Add From File Upload l Add All Complete to Cart >

i. Once you’re redirected to your Label Manager, select the checkbox of a label(s)
that you would like to add to your newly created Batch.

ii. Once the label(s) is selected, select the Actions dropdown and select Add to
Batch.
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All Labels (1809 Eatches (B3}

Use Address Book * Refresh Actions Add All Complete to Cart >

This Labsi Manager tabis |5 sorted by dafe and tims cragted. Each new iabsl wil Sppsar af the top of the table. (“)
Add to Batch
|:| Ship Date Recipient Sarvice and Package Package Details Price All Labels -
# Edit # Edit # Edit # Edit Y Duplicste
1 11/26/2024  Johnny Parker Bricrity MaK® Small Fist Rets Envelops + Add Package Detgils In{ | o0 S PRy g
. Pick up at: Edit Service And Package u Detate
(I) § 500 SUPERMAN ST Hi
CHARLOTTE. NC 28262-0191 +{ Delate AN Labels (S Adosd to cart
Edit Lahal
Ship to:

USPS5 SMART LOCKER
CHARLOTTE, MNC 28282-0800

iii.  An Add to Batch popup modal will be displayed where you will be prompted to
select the specific batch that you want to add the label(s) to. Select Existing
Batch

Add to Batch (1 Label)

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

(O Existing Batch

O New Batch

Mame this Batch

Batch Mems {opticnal)

Batch Mame

Batch Motes {optional

Batch Motes ‘
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iv. Search for the name of your newly created batch and select the batch from the
list of batches displayed.

Add to Batch (1 Label)
Would you like to add these labels to an existing batch or a new batch?

@) Existing Batch
(O) Mew Batch

Choose Existing Batch

johin doe 'l:{

Batch Mame Mumber Labels

V. Once the batch is selected, select Add to Batch.

<234°Hext}

Emtch Notas [optionsl)

Batch Motes ‘

Add to Batch

vi. Once Add to Batch is selected, it will be redirected back to your recently
created Batch where the newly added label(s) will be displayed.
i. Note, the associated batch name and batch symbol will be displayed
throughout the application for easier tracking.
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<_Back to Baiches

LaDaiE I 118 DR SUTCMANCAN) SEVE 5 JOu STtar ITonmanon.

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 = Flat Rate Envelope tams 1 + Add Extra Services $46.25
28 POSTAL RD

Value: $150
T i Edit Package Details Add to Cart
MUNICH, DE Edit Service And Package

4) Select Service and Package Details
There are multiple ways to select your Service and Package Types. Steps (a)-(c) each
outline a different method to select service and package details for the recipients.

i. Individual Recipient Method: If you would like service and details specific to each
recipient you may click on the “Edit Service and package” button in the recipient’s
label row. A pop-up will appear where you can select the Service and package type
for a single recipient.

Label Manager / Shipping History / Address Book / USPSConnect® / DirectConnect / Preferences / SCAN Forms
All Labels (20) Batches (1)

New Label Use Address Book C Refresh Add All Complete 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 v

1O 02/24/2025 Clark Kent Priority Mail International® Flat Rate  Items 1 + Add Extra $46.25
29 POSTAL RD Envelope Vallue: $150 Services v
MUNICH, DE & February 27th Release Edit Package
Edit Service And Packag, Detalls

2 |:| 02/24/2025 Clark Kent Pricrity Mail International® Flat Rate Items 1 + Add Extra $46.25
29 POSTAL RD Envelope Value: $150 Services '
MUNICH, DE & February 27th Release Edit Package Edit v
Edit Service And Package Betalls
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ii. Bulk Action Method: If all recipients have the same Service and package details,
select the checkbox on the top left corner and then select the “Edit” button located
beneath the “Service and package” title. A pop-up will appear where you can select
the Service and package type for all recipients.

This LaDsl Manager fabie Is sorted by dale and Hime cregied. Each new iabe! will appear af the top of the tabie.

Ship Date  Recipient Service and Package Package Datails Exira Services Total Price All Labels -
# Edit # Edit # Edit # Edit
1 = 11/26:2024 John Doe USPS Connect® Local Small Fiat Rats Bag  Items 1 USPS TI'EGKIHQE 37

30

200 SUPE ; Edit Service And Package Value: §100 .

500 SUPERMAN 5T APT 20 9 T ) Invalla racipient sddress. Edit -
CHICAGO, IL, 80603-6810 9 Priarity Mal® Raturn

Edit Extra Services

2 @ 11/28/2024 Johnny Parker Priority Malk® Small Fiat Rate Envalope + Add Package Detmils Insurance

$6.65
ann = - Edit Sarvice And Package =
300 SPIDERMAN ST a USRS Tracking Invaild recipisnt adaress. Edit v
CHARLOTTE, NC, 26262 Higdsn Postsge

+ Add Exira Services

5) Edit Package Details
There are multiple ways to enter Package details for your labels. Steps (a)-(c) each outline
different methods to select enter Package details for the recipients.
i. Individual Recipient Method: If you would like to input Package details specific to
each recipient you may click on the “Add package Details” button in the recipient’s
label row. A pop-up will appear where you can enter the package details for a single

recipient.
Label M:nagr_w Shipping History Address Book /' USPS Connect® Direct Connect / Preferences /' SCAN Forms
All Labels (20} Batches (1)

New Label . Use Address Book C Refresh Add All Complete 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 v

1O 02/24/2025 Clark Kent Priority Mail International® Flat Rate ltems 1 + Add Extra $46.25

28 POSTAL RD Envelape - Services Edit v
MUNICH, DE & February 27th Release Edit Package i

Edit Service And Package

Details

2 I:‘ 02/24/2025 Clark Kent Pricrity Mail International® Flat Rate Items 1 + Add Extra $46.25

29 POSTAL RD Envelope Value: $150 Services - -
MUNICH, DE & February 27th Release Edit Package Edit

Edit Service And Package Details

ii. Bulk Action: If all recipients have the same package details, you may select the
“Edit” button located beneath the “Package Details” title. A pop-up will appear
where you can enter the package details for all recipients.
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This Lsbel \Manager tabie /s sorted by 0&fe and time creatad. Each new (abe! will appear ar the top of the tatie.
Ship Date  Recipient Service and Package Package Details Exira Services Total Price All Labels =
# Edit  # Edgit # Edit # Eqit
1 B 11262024 John Doe USRS Connect® Local Small Fiat Rats Beg  fems 1 USRS Trecking™ 730
j : e 210 "
300 SUBERAMAN ST APT 201 EOit Service And Package \.glye. SIL_ o ) Insurance Invalla raciplent sddress. Edit -
CHICAGO, IL, 0503-5810 Edit Package Delsils  proemy pagi® Return

Edit Extra Services

2 B 112602024 Johnny Parker Priarity MaIl® Small Fiat Rats ENWSiops  + Add Package Details Insurance
300 SPIDERMAN ST Edit Service And Package USPS Tracking®
CHARLOTTE, NC, 28282 Hiadsn Postegs

$8.65

Invald raciplent aoidress. Edit

+ Add Exira Services

yoeqpaa4

6) Select Extra Services

If you are interested in adding extra services to your package (s), please select one of the
available Insurance options and Signature Services options. Return labels are only offered

to Business accounts.

There are multiple ways to select your Extra Services for your package. Steps (a)-(c) each
outline a different method to select Extra Services for the recipients.

i. Individual Recipient Method: If you would like to select Extra Services specific to
each recipient you may click the “Edit Extra Services” button in the recipient’s label
row. A pop-up will appear where you can select the desired Extra Services for a

single recipient.

Label M:nagnr Shipping History Address Book / USPS Connect® Direct Connect / Preferences / SCAN Forms
All Labels (20} Batches (1)

New Label | Use Address Book C Refresh

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

Add All Complete to Cart >

O Ship Date Recipient Service and Package Package Details  Extra Services Total Price All Labels b
1O 02/24/2025 Clark Kent Priority Mail International® Flat Rate lems 1 + Add Extra $46.25
28 POSTAL RD Envelope Valug: $150 Services Edit v
MUNICH, DE & February 27th Release Edit Package T
Edit Service And Package Details
2 I:‘ 02/24/2025 Clark Kent Pricrity Mail International® Flat Rate Items 1 + Add Extra $46.25
29 POSTAL RD Envelope \t’allue: $150 Services i o
MUNICH, DE & February 27th Release Edit Package Edit
Details

Edit Service And Package

ii. Bulk Action Method: If your batch of labels all have the same Service and Package
type and all recipients require the same Extra Services, you may select the “Edit”
button located beneath the “Extra Services” title. A pop-up will appear where you

can select the desired Extra Services for all recipients.
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This LeDel \Manager tabie /s soned by O0&le and Hime cragrad. Each new @be! will appear & he fop of the tabie.

Ship Date  Recipient Bervice and Package Package Details Exira Sarvices Total Price All Labels -
F Edit # Edit # Edit # Edit
i - | 11/28/2024 John Do USPS Connect® Local Small Fiat Rats Bag  ftems 1 USFS Tracking™ $7.30
300 SURERMAN ST ART 2g¢  EOIt Service And Package Value: $100 . Insurance Invali reciplnt address. Edit .
CHICAGO, IL, B0503-5810 Edit Package Detsils | prorm, pgi® Return
Edit Extra Services
z @& 11/28/2024 Johnny Parker Priofity Malk® Small Fiat Rats Enveiops + Add Package Details | Insurance $5.65
Edit Sarvice And Package
300 SPIDERMAN ST a uses Tracking® Invalld reciplent address. Edit -
CHARLOTTE, NC, 28262 Hiddsn Postegs
+ Add Exira Services

7) Add Labels to Cart
Review all the recipient details, and if everything is correct begin adding labels to your cart
for checkout. There are multiple ways to add labels to the cart. Steps (a)-(b) each outline a
different method to add labels to the cart.

i. Individual Recipient Method: Individually add labels to cart by selecting Add to

Cart in the recipient’s row.

ii. “Add All” Method: Add all labels to cart by selecting Add All Complete to Cart.

£ _Back to Batches

Batch: February 27th Release (1 Label)

Batch Summary

Total

Add From File Upload

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

$46.25

Sender Information
Superhero Inc
2750 RANDOM ST

Lsbeis [0 the batch sutomaticaly Ssve 25 pou entsr information.

Edit

| I  Refresh

Batch Notes

None

WALNUT CREEK, GA, 94597-2732

Add All Complete to Cart >

[ Ship Date  Recipient Service and Package Package Details Extra Services Total Price  All Labels -
1 d 01/17/2025 Clark Kent Priority Mail International® Flat Rate Envelope Items 1 + Add Extra Services $46.25
29 POSTALRAD % February 27th Release Valua: $150 . Add to Cart .
MUNICH, DE Edit Package Details

Edit Service And Package
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Import Labels

Import multiple labels via the File Upload method and continue editing in Label Manager.

Please use this guide file and the steps below to understand the
required fields and necessary inputs for Click-N-Ship® file upload.
Download here
Note, an updated Job Aid is currently under development which will
be included in this document once completed.

Import Labels Via File Upload
Import multiple labels via our File Upload method by following the steps below.

1) Begin File Upload Process
a) Option 1: Select the Import Batch of Labels tile located on the landing page.

Lebel Mansger / Shipping History / AddressBook / USPSGConnect® / DirectConnect / Prafersnces / SGAN Forms

Hi California! I Enter a Label or Tracking Number to View Label Datails @ ]
Account
Start Shipping More Print & Ship Options

Please ensure you enter a full, valid address with the appropriate details such as
apartment, suite or P.O. Box number if applicable.

Ship To [] Save to Address Book

Please provide first and last name and/or company.

Search your Address Book Q ]
First tsms M Last Nams Company
“Country Copy & Pasta US Address
l United States of America | ~ ]
“Swrest Address ApUSUREATINET
“cy “stats “ZIF Coge™
[ l | Sact S v ] [ l

[ Send notifications [0 Hold for Pickup at Post Office™

Retarancs Numbsr £ Hots 1{W1ll show on labsl) Ratarance Numbsr / Hots 2 (Wil Shov on sbal)

l | l

Max Character Limit- 30 Max Character Limit: 30

Create This Label

F

Import Batch of Labels
Import multiple labels from a file
inte a batch to edit within Label
Manager.

-
>

Create a Batch

Organize your labels into a batch
and utilize our streamlined batch
creation process.

Q

Create a Local XChange
Label

Create a Local XChange label to
drop off at a USPS Smart Locker
nearby.

+

Import from Marketplace
Connact eCommerce
marketplaces & easily import
labels for customer orders.

-o—
—-o0—

Manage Your Preferences
Manage your shipping
preferences to accelerate your
label creation and access all
shipping festures.

b) Option 2: Select File Upload located on the Label Manager page.
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https://www.usps.com/c360/images/ClickNShip/CNS%20JobAid%20FileUpload.xlsx

Label Manager Shipping History Address Book USPS Gonnect® /  Direct Connact

Preferences |

Manage, organize, and edit your saved shipping labals, group them into batches, and prepara them for purchase on this page.

All Labels (1) Batches (9)

SCAN Forms

New Label l Use Address Book ] [ PMOD f Drop Shipment ] [ C' Refresh

l Add All Complete to Cart >

Marketplace Import

Edit Package Details  + Add Exira Services

& Newlabel
by date and time created. Each new labe! will sppear at the top of the table
£ NewBatch Service and Package Package Details Extra Services Total Price All Labels
() New Local XChange Label X
USPS Ground Advantage® Custom Packaging 1lbs Dozs Insurance £59.39
@R File Upload T CREEK DR Edit Service And Package Nonstandard Fees USPS Tracking™ Add to Cart
K IL, B0477-6248

2) Select File Type and Upload CSV File

a) To uploadyour own personalfile, select | have my own file to upload.

b) To select afile, click on Select CSV File to Upload. It is recommended to utilize the
CSV template that is provided within this section. To download a copy of the CSV
template, refer to the instructional column on the right-hand side and select Download

CSV Template.

i NOTE: Name fields only accept letters (A-Z) and these special characters: (! @ # $
% *&*()_=+?2.;""[1{}| <>~). For complete step by step instructions on how to
fill out the template, select Download Instructions.

Import a List of Labels

It's easy to import labelz, up to 1000 at a time. Start by selecting & G5V file to upload.

What file would you like to upload?

I Q| have my own file to upload (This includes the downloadable template provided) I

() 1 am uploading a file exported from an online marketplace

Helpful Tip: We recommend using a Click-M-Ship template to ensure fisld mapping
accuracy. However, you may upload your own version and manually map the fields
that do not automatically map.

Mote: Name fields only accapt letters (A-Z) and these special characters: . '-) (" & _:
For a complete list of accepted formats, plegse download these instructions.

Download a Template and |

nstructions

Usea the template below for a seamless upload.

Download G5V
Template

Download the instructions for additional guidance on

required fields and accepted formats.

Download
Instructions

Read our FACs for more information

(i)

c) Ifyour personal file uploads successfully, you will see a green Upload Successful
message box confirming that the upload was successful. Select Next to proceed to the

next steps.
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File Selected: Jchnny File Upload cav

& Upload Successful

The file did upload successfully, Mext, map the fislds.

d) If you attempt to upload a .CSV file that has exceeded the 1,000-file upload limit, you
will see the following error message and you will need to remove some of the labels in
your file to proceed with uploading the .CSV file:

S ) suppon R® Informed Defivery ¥, Frederick
. The file exceeds the label upload limit X
E USP S.COM ] Error: There was an error with the file upload. Please limit your file to 1000 labels at a time aepations s Q

c“ck_N-Ship@ Switch Payer Account \2! e

Shipping with account: My Account

Label Manager | Sripping Wstory /  Address Book / USPG Connoct® /  Direct Comect /  Preferences /  SCAN Forme

Uplosd Fie ASSgN 10 8 Bach 18D Column Heaoses Impon Laves

3) Assignto Batch
a) To add the labels to an existing batch, select Add to an Existing Batch.
i.  Search for an existing batch by name by entering it in the Search for an Existing
Batch search box.
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Assign to a Batch

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

(a) | © acatoanExstngBaten |

() Create a New Batch

Add Labels to an Existing Batch

(i) Search for an Existing Batch Q
1708555347 . l
- Back
1706644542
1707772780

Batch 2024-04-01 16:23

Batch 2024-04-01 16:26

Batch 2024-04-01 16:32

Batch 2024-04-01 16:35

ii.  Oncethe existing batch is selected, select Next: Import Labels.

Assign to a Batch

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

© Add 1o an Existing Batch
() Create a Mow Batch

Add Labels to an Existing Batch

| Clark Kan]

Next: Import Labels

b) To add the labels to a new batch, select Create a New Batch
i If you want to name your new batch of labels, enter it in the Batch Name (optional)
text field.
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ii. If you want to add notes to your new batch, enter those in the Add Note for yourself
(optional) text field.

iii. Once ready, select Next: Import Labels to proceed to the next section.

Assign to a Batch

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

() Add to an Existing Batch

(b) I Q) Creste a New Batch I

Add Labels to an New Batch

Mame this Batch of Labsis In Clicx-H-Ship

Batch Mame {optional)

Batch Motes

(i) Add note for yoursalf (optional)

(i) Next: Import Labels
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4) Map Column Headers
a) To apply a saved mapping to the current one, select one from the Apply a Saved
Mapping dropdown section.
b) To clearthe current mapping headers, select Clear Mapping.

Upload File Assign toa Satch Mag Column Hsadars Import Labals

Tell us about your columns

Now it's time to tell us about your columns. We call this process “Field Mapping”. Mapping the column headers is how you tell Click-N-Ship where your CSV information should
appear.

For each dropd

in column two, select the closest match to name in column one.

Some rows are required and are marked with an asterisk and highlighted with & light blue marker. Assign your column headers to the corresponding column headers Click-N-
Shipfields on the left. Your file may not have the same number of fields, and you only need to map the info you want to import. You can edit the mappings if needed. Unmapped fields
will not be imported. Not all fields are required.

iy 8 Saved kapoing

Salact w I Clear Mapping I

c) Verify thatyour file’s column headers have been mapped to the Click-N-Ship® Label
Manager fields.

d) If afieldis not correctly mapped, you may select another field from the Mapping
Recommended dropdown.

* Reguired
Click-N-Ship Fields Your File's Column Headers Status
Recipient Information Mapping Recommended 15 of 15 Mapped Fields
* Recipient ZIP Code
P Redipient ZIP Code ~ (c)
Recipient Phone o
Recipient Phone ~ | Mapped
(d)
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e) To save the current filed mappings as a template for future CSV uploads, enter the Field
Mapping Name and select Save as New Mapping to save the template (optional).
I. Note, unmapped fields will not be imported.
f) Otherwise, if all the information is correct and you would like to proceed with importing
your labels, select Confirm Mapping & Import Labels.

Make subsequent uploads a streamlined process. (Optional)

You have the option of saving the field mappings as a template for future CSV uploads. If vou plan to import this S5V
template regularly, type in & name, we will save it for future use. (Leave blank if yvou don’t want to save it.)

Flaid kaoping Hams

Enter Mamea for thiz Fiald Mapping ‘ ‘ Save As New Mapping ‘

‘ Confirm Mapping & Import Labels
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5) Review Import Label Results
a) Ifthe label import was successful, you will see a green success message with the total
number of labels imported successfully.
b) If you do not have any other files to upload, select View in Label Manager to view the
imported labels in the newly created batch.
c) Ifyou have another file to upload, select Upload a New File and repeat steps 1-5.

Import Label Results

Total Labels Created

(a) 20f2

View Label Information in Click-N- Import Another File
Ship®

Have another file? Return 1o the beginning
=0 to Click-MN-Ship Label Manager of the process to import another 3V file
to view and edit the labal
information.

Upload a New File

(c)
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d) Ifthe label import was unsuccessful, you will see a yellow box with a total number of
labels that were not imported successfully.

i.  Inthis case, referring to the Label Row and Reasons record failed to import
section to review the items that need to be updated within the file to meet the
upload requirements.

e) Once the updates have been made to the file, select Upload a File to reupload the file
until the labels are imported successfully.

Labels that did not import (47)

Labels that had errors and didn't
import

(d)
47 of 47
Instructions: Ve strongly recommend re-uploading a S5V with only these labals.
(e) Upload A File

Label Row Reasons record failed to Import
10 Unable to find rate
(i) _

42 Unable to find rate

i} You have entered a non-deliverable Delivery Addrezs. Pleaze
verify addraszs, including apartment, suite, etc. Additional
assistance is available at Find Zip Codes.
Unable to find rate
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6) View Uploaded Labels in Label Manager
a) Once View in Label Manager is selected from the Import Labels results page, you will
be redirected back to your Label Manager where your newly added label(s) will be

displayed within a Batch.

i Note: the associated batch name and batch symbol will automatically be

tracked for each label that is included in that batch.

<_Back to Batches

Batch: February 27th Release (1 Label)

Batch Summary

Total

Add From File Upload

$46.25

Sender Information
Superhero Inc
2750 RANDOM ST

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

Edit

=

Batch Notes

None

WALNUT CREEK, CA, 94597-2732

This Label Manager tabie is sorted by date and time created. Each new labe! will appear at the top of the table.

Add All Complete to Cart >

D Ship Date Recipient Service and Package Package Details Extra Services Total Price  All Labels A4
1 O 01/17/2025  Clark Kent Priority Mail Internaticnal® Flat Rate Envelope Itams 1 + Add Extra Services $46.25
28 POSTAL RD February 27th Releasa Value: $180
m Edit Package Details Add to Gart v
MUNICH, DE dit bervice And Package

7) Select Service and Package Types
There are multiple ways to select your Service and Package Types for labels within your

batch.

a) Individual Recipient Method: to add a Service and Package type specific to each

recipient, select Edit Service and Package.

i. Note: this functionality will not be available for Priority Mail Open & Distribute
(PMOD) labels. To update this information, select Edit, and update the

necessary details from the single label creation page.

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

D Ship Date Recipient Service and Package Package Details  Extra Services Total Price All Labels v
1 [0 02/24/2025 Clark Kent Priority Mail International® Flat Rate ltems 1 + Add Extra $46.25
29 POSTAL RD Envelope Valye: §150 Services Edit o
MUNICH, DE & February 27th Release Edit Package i
Edit Service And Package Dotaily '
2 [0 02/24/2025 Clark Kent Priority Mail International® Flat Rate Items 1 + Add Extra $46.25
29 POSTAL RD Envelope Value: $150 Services - .
MUNICH, DE £ February 27th Release Edit Package Edit
Details

Edit Service And Package
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b) Bulk Action Method: If all recipients have the same Service and Package details,

select the checkbox on the top left corner and then select Edit located beneath the

Service and Package section. A pop-up will appear where you can select the
Service and Package type for all recipients.
i Note: this functionality will not be available for Priority Mail Open & Distribute
(PMOD) labels. To update this information, select Edit, and update the
necessary details from the single label creation page.

This Labsf Managsr fabie Is sarted by dale and Hime created. Eactt new iabe! will aopear af the top of the tatie.

Ship Date  Racipiant Service and Package Package Datails Extra Sarvices Total Prica All Labels -
# Edit # Edit # Edit # Edit
1 ﬂ 11/28:2024 John Doe USPS Connect® Local Small Fiat Rate Bag  Items 1 USRS TI'E(:I':II'IQ‘2 37

30
200 SUPE 4 Edit Service And Package alue: $100 -
300 SUPERMAN ST APT 20 9 ) P ——— Edit .
CHICAGD, IL, &M803-6810 9 Priority Mali® Returm

Edit Extra Sarvices

2 = 11/28:2024 Johnny Parker Priority Meli® Small Fiat Rate Enveiops + Add Package Detgils Insurance

$6.65
ann = - Edit Sarvice And Package '
300 SPIDERMAN 5T a USPS Tracking Invaid recipient gdress. Edit v
CHARLOTTE, NC, 28282 Higdan Postags

+ Add Exira Services

yoeqpaa4

8) Edit Package Details
There are multiple ways to add Package details for labels within your batch.
a) Individual Recipient Method: If you would like to add Package details specific to
each recipient, select Add Package Details.
i Note: this functionality will not be available for Priority Mail Open & Distribute
(PMQOD) labels. To update this information, select Edit, and update the
necessary details from the single label creation page.

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

[0  shippDate Recipient Service and Package Package Details  Extra Services  Total Price All Labels
1 [0 02/24/2025 Clark Kent Priority Mail International® Flat Rate + Add Extra $46.25
29 POSTAL RD Envelope Services I o
MUNICH, DE & February 27th Release Edit

Edit Service And Package

2 0 02/24/2025 Clark Kent Priority Mail International® Flat Rate Items 1 + Add Extra $46.

Edit Service And Package Details

25
29 POSTAL RD Envelope Vallue: $150 Services -
MUNICH, DE & February 27th Release Edit Package Edit v

b) Bulk Action: If all recipients have the same Package details, select the checkbox on

the top left corner and then select Edit located beneath the Package Details
section. A pop-up will appear where you can enter the Package details for all
recipients.
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i. Note: this functionality will not be available for Priority Mail Open & Distribute
(PMOD) labels. To update this information, select Edit, and update the
necessary details from the single label creation page.

This Label Manager fabie s sorted by dafe and Hime cregted. Eacth new label will appear at the top of the table.
Ship Date  Recipient Service and Package Package Details Exira Services Total Price All Labels -
# Edit # Edit # Edit # Edit

1 = 11/28/2024 John Doe USPS Connect® Local Small Fiat Rate Bag  ftems 1 USPS Trscklngz 7

30
200 SUBE 4 Edit Service And Package Value: $100 In=surance
0 SUPERMAN 5T APT 20 & - PP .
e = Edit PACkEge Details o V&g reciplent S0arsss. Edit w
CHICAGD, IL, 2M603-6810 Priority Mali® Return

Edit Extra Sarvicas

2 H 11/28/2024 Johnny Parker Priority Malk® Small Flat Rate Envelops + Add Package Detgils Insurancs

$8.68
I - Edit Service And Package =
300 SPIDERMAN ST a USRS Trecking InvaNg reciplent Aot ess. Edit v
CHARLOTTE, MNC, 28282 Hiddsn Postege

+ Add Extra Services

yoeqpas

9) Select Extra Services
There are multiple ways to add Extra Services for labels within your batch.

a) Individual Recipient Method: To add an Extra Service specific to each recipient,
select +Add Extra Services locate in the recipient’s label row. A pop-up will appear
where you can select the desired Extra Services for a single recipient.

i. Note: this functionality will not be available for Priority Mail Open & Distribute
(PMOD) labels. To update this information, select Edit, and update the
necessary details from the single label creation page.

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 hd

| 02/24/2025 Clark Kent Priority Mail International® Flat Rate ltems 1 + Add Extra $46.25

29 POSTAL RD Envelope Value: $150 Services Edit o |
MUNICH, DE & February 27th Release Edit Package .

Edit Service And Package el

2 0 02/24/2025 Clark Kent Priority Mail International® Flat Rate ltems 1 + Add Extra 8486,

25
29 POSTAL RD Envelope Value: $150 Services Eait .
MUNICH, DE & February 27th Release Edit Package L

Edit Service And Package Details

b) Bulk Action Method: If your batch of labels all have the same Service and Package
type and all recipients require the same Extra Services, select the checkbox on the
top left corner and then select Edit located beneath the Extra Services section. A
pop-up will appear where you can select the desired Extra Services for all
recipients.

i Note: this functionality will not be available for Priority Mail Open & Distribute
(PMOD) labels. To update this information, select Edit, and update the
necessary details from the single label creation page.
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This Lebel \Manager tabie /s soned by O0&le and Hime cregrad. Eacht new @be! will appear ar the fop of the tabve.

Ship Date  Recipient Bervice and Package Package Details Exira Sarvices Total Price All Labels -
# Edit # Edit # Edit # Edit
1 n 11/28:2024 John Doe USPS Connect® Local Small Fiat Rate Bag  Items 1 USRS TI'EE:I(II'IQE 37

30

Edit Service And Package Vilue: $100
300 SURERMAN ST 4PT 201 e Edit Package Detsits Insurance Invsiid reciplent address. Edit v
CHICAGO, IL, B0503-6810 Priarity Mali® Return

Edit Extra Services

- - | 11/268/2024 Johnny Parker Priority Malk® Small Flat Rate Envelops + Add Package Detgils Insurance

$8.65
Edit Sarvice And Package
300 SPIDERMAN ST o USRS Trecking® InVaid raciplent aodress. Edit -
CHARLOTTE, MC, 28262 Higden Postegs

+ Add Exira Services

10) Add Labels to Cart
Review all the recipient details, and if everything is correct begin adding labels to your cart
for checkout. There are multiple ways to add labels to the cart.

a) Individual Recipient Method: Individually add labels to cart by selecting Add to
Cart located in the recipient’s row.

b) “Add All” Method: Add all labels to cart by select the checkbox on the top left
corner and then selecting Add All Complete to Cart.

£ _Back to Batches

Labeis In the batoh Sulomarical)y S8ve 25 you enter Informanion.
Batch: February 27th Release (1 Label) Edit l | C Refresh
Batch Summary Sender Information Batch Notes
Total $46.25 Superhero Inc None

2750 RANDOM ST
WALNUT CREEK, GA, 94597-2732

Add From File Upload | Add All Complete to Cart >

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

1+ O 01/17/2025  Clark Kent Priority Mail International® Flat Rate Envelope Items 1 + Add Extra Services $46.25

29 POSTAL RD 2= Fobruary 27th Release \ézl_t:e; 5150 beiai Add o Cart .
MUNICH, DE Edit Service And Package LOIL Fackage Detals
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Import Labels from an Online Marketplace

Import order exports from marketplaces such as Etsy, Shopify, BigCommerce, Rithum, and directly

upload them to Click-N-Ship® to create labels by following the steps below.

1) Begin File Upload Process

a) Option 1: Select the Import Batch of Labels tile located on the landing page.

Lebel Mansger / Shipping History / AddressBook /  USPS Connect®

/ Direct Gonnect |

Preferences  /  SGAN Forms

Hi California!

l Enter a Label or Tracking Number 1o View Labal Details

Account #:

Start Shipping
Please ensure you enter a full, valid address with the appropriate detsila such as
apartment, suite or PO. Box number if applicable.

Ship To [ Save to Address Book

Please provide first and last name and/or company.

l Search your Address Book Q l
First Nams M Last Nams Company

F— Copy & Paste US Address
l United Statas of Amarica ‘ hd l
“Strest Agdress ADUSUTROmEr

-ciy -stats “ZIF Cone™

[ | | secioume | |

[ send notifications [ Hoid for Pickup at Post Office™

Rafsrancs Mumbsr 7 Hota 10011l show on labal) FRafsrence MumBsr / Hote 2 (Wil snow on ibel)

| L l

Max Character Limit 30

Create This Label

More Print & Ship Options

F

Import Batch of Labels

Import multiple labels from a file
into a batch to edit within Label
Manager.

-
=

Create a Batch

Organize your labels into a batch
and utilize our streamlined batch
crestion process.

Q

Create a Local XChange
Label

Create a Local XChange label to
drop off at a USPS Smart Locker
nearby.

+

Import from Marketplace
Connect eCommerce
marketplaces & easily import
labels for customer orders.

—-o0—
=

Manage Your Preferences
Manage your shipping
preferences to accelerate your
label creation and access all
shipping features.

b) Option 2: Select File Upload located on the Label Manager page.
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Lebel Manager / Shipping History | AddressBook | USPS Connect® |  DirectConnect | Preferences |  SCAN Forms

Manage, organize, and edit your saved shipping labals, group them into batches, and prepara them for purchase on this page.

All Labels (1) Batches (9)
New Label l Use Address Book ] [ PMOD f Drop Shipment ] [ C' Refresh l Add All Complete to Cart >
New Label

by date and time created. Each new labe! will sppear at the top of the table.
New Batch Service and Package Package Details Extra Services Total Price All Labels «

New Local XChange Label

USPS Ground Advantage® Custom Packaging 1lbs Dozs Insurance £59.39
I File Upload CREEK DR Edit Service And Package MNonstandard Fess USPS Tracking® Add to Cart
K IL, B0477-6248

Edit Package Details  + Add Exira Services

TGl @ @

Marketplace Import

2) Select File Type and Upload CSV File
a) To upload afile from an Online Marketplace, select | am uploading a file exported
from an Online Marketplace.
b) Click onthe Select a Marketplace File dropdown and select a marketplace type.

Import a List of Labels

It’z easy to import labels, up to 1000 at a time. Start by selecting a CSV file to upload.

What file would you like to upload?

() I have my own file to upload (This includes the downloadable template provided)

I © | am uploading a file expartad from an online marketplace I

(a)

Select a Markeiplace File -

(b)

Salect 5 Marketplace File
Etzy
Shopify

BigCommearca

Rithum

c) Once the marketplace is selected, click on the Select CSV File button to select your
file.
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Import a List of Labels

[t’s easy to import labels, up to 1000 at & time. Start by selecting a C3V file to upload.

What file would you like to upload?

() | have my own fila to uplead (This includes the downloadabla template provided)

@ | am uploading a file exported from an online markatplace

‘ Rithum -

Select C5V FHie

d) If youronline marketplace file uploads successfully, you will see a green Upload
Successful message box confirming that the upload was successful.
e) Select Import Labels to proceed to the next steps.

File Selected: Rithum fils teat csv

(¥ Upload Successful
The file did upload successfully. Mext, map the fiekds.

(d)

f) If you attempt to upload a .CSV file that has exceeded the 1,000-file upload limit, you
will see the following error message and you will need to remove some of the labels in
your file to proceed with uploading the .CSV file:
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S X
N = ® The file exceeds the label upload limit kr Account o
CIICk-N-Sh Ip Error: There was an error with the file upload. Please limit your file to 1000 labels at a time. \,—.f Cart

'kth account: My Account

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

Upload File Assign to a Batch Import Labels

Import a List of Labels
It's easy to import labels, up to 1000 at a time. Start by selecting a GSV file to upload. Download a Template and Instructions

What file would you like to upload? Atemplate CSV file is available

O I have my own file to upload (This includes the downloadable template provided) [ &, Download CSV Template |

O 1am uploading a file exported from an online marketplace

We have provided instructions to understand the required and necessary
inputs for successfully uploading labels.

Etsy -

Select CSV File

l ) Download Instructions |

3) Assign to Batch
a) To add the labels to an existing batch, select Add to an Existing Batch.
i. Search for an existing batch by name by entering it in the Search for an Existing
Batch search box.
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Assign to a Batch

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

(a) [ © #ddwoanExstngBacn |

(O Create a New Batch

Add Labels to an Existing Batch

(I) Search for an Existing Batch Q
1706555347 =
Back
1706644542

1707772730

Batch 2024-04-01 16:23

Batch 2024-04-01 16:26

Batch 2024-04-01 16:32

Batch 2024-04-01 16:35

i Once the existing batch is selected, select Next: Import Labels. Note, the
associated batch name and batch symbol will automatically be tracked for each
label that is included in that batch.

Assign to a Batch

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

© Add to an Existing Batch
(O Creats a Mew Batch

Add Labels to an Existing Batch

‘ Clark Kar]

Next: Import Labels

b) To add the labels to a new batch, select Create a New Batch
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(b)

(i)

(ii)

(iii)

If you want to name your new batch of labels, enter it in the Batch Name (optional)

text field.

If you want to add notes to your new batch, enter those in the Add Note for yourself

(optional) text field.

Once ready, select Next: Import Labels to proceed to the next section.

Assign to a Batch

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

() Add to an Existing Batch

I Q' Creste a New Batch I

Add Labels to an New Batch

Mame this Batch of Labsals In Click-k-Ship

Batch Mame {opticnal)

Batch Motes

Add note for yourself {optional)

Next: Import Labels

Back

4) Review Import Label Results

If the label import was successful, you will see a green success message with the total
number of labels imported successfully.
If you do not have any other files to upload, select View in Label Manager to view the
imported labels in the newly created batch.

If you have another file to upload, select Upload a New File and repeat steps 1-5.
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Import Label Results

Total Labels Created

(a) 20f2

View Label Information in Click-N-
Ship®

G0 to Click-M-Ship Label Manager
to view and adit the labal
informaticn.

Import Another File

Have another file? Return 1o the beginning
of the process to import another C3V file

Upload a New File

(c)

d) If the labelimport was unsuccessful, you will see a yellow box with a total number of
labels that were not imported successfully.
i In this case, refer to the Label Row and Reasons record failed to import section to
review the items that need to be updated within the file to meet the upload

requirements.

e) Once the updates have been made to the file, select Upload a File to reupload the file
until the labels are imported successfully.
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Labels that did not import (47)

Labels that had errors and didn't
import

47 of 47

Instructions: Ve strongly recommend re-uploading a S5V with only these labals.

(e) Upload A File
Label Row Reasons record failed to Import
10 Unable to find rate
(i) _
42 Unable to find rate
3 You have entered a non-deliverable Delivery Address. Please
verify addraszs, including apartment, suite, etc. Additional
assistance is available at Find Zip Codes.
Unable to find rata

5) View Uploaded Labels in Label Manager
a) Once View in Label Manager is selected from the Import Labels results page, you will
be redirected back to your Label Manager where your newly added label(s) will be
displayed within a Batch.
i. Note, the associated batch name and batch symbol will be displayed
throughout the application for easier tracking.
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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

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+ O 01/17/2025  Clark Kent Priority Mail Internaticnal® Flat Rate Envelope Items 1 + Add Exira Services 546.25
28 POSTAL RD _§ February 27th Releasa \éi:l;leP $130 betad J—
MUNICH, DE dit Service And Package Lot Fackage Detalls

6) Select Service and Package Types
There are multiple ways to select your Service and Package Types for labels within your
batch.

a) Individual Recipient Method: If you would like to add a service and Package type
specific to each recipient, select Edit Service and Package located in the
recipient’s label row. A pop-up will appear where you can select the Service and
Package type for a single recipient.

Label Manager / Shipping History / AddressBook / USPS Connect® / DirectConnect / Preferences / SCANForms
All Labels (20} Batches (1)

New Label | Use Address Book C Refresh Add All Complete 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 v

10 02/24/2025 Clark Kent Priority Mail International® Flat Rate lems 1 + Add Extra $48.25
29 POSTAL RD Envelope Vallue: $150 Sanvices
MUNICH, DE & February 27th Release Edit Package e

2 [0 02/24/2025 Clark Kent Pricrity Mail International® Flat Rate  Items 1 + Add Extra $46.25
29 POSTAL RD Envelope Value: $150 Services Edit -
MUNICH, DE & February 27th Release Edit Package U
Edit Servioe And Package Dotails

b) Bulk Action Method: If all recipients have the same Service and Package details,
select the checkbox on the top left corner and then select Edit located beneath the
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Service and Package section. A pop-up will appear where you can select the

Service and Package type for all recipients.

This Lebel \Manager tabie /s soned by O0&le and fime cregfad. Each new @be! will appear ar he fop of the tabie.

E Ship Date  Recipient Service and Package Package Details Extra Services Total Price All Labels =
# Edit # Egit # Edit # Euit
1 u 11/28,2024 John Doe USPS Connect® Local Small Fiat Rate Bag  ftems 1 UsSPs TI'EE!KlI'IQE 37
200 SUBERMAN ST APT 201 Edit Service And Package Walue: $100

CHICAGO, IL, 80603-6610

2 H 11/26/2024 Johnny Parker Priority Malk® Small Fiat Rate Enveiops
300 SPIDERMAN 5T Edit Service And Package

CHARLOTTE, NC, 28282

7) Edit Package Details

Edit Package Details

+ Add Package Details

30
Insurance
tvalld reciplent address. i hd
Priority Mall® Seturn

Edit Extra Services

yoeqpaay

Insurancs

USPS Tracking®
Hiddan Postegs

+ Add Exira Services

$8.65
sl repiEsere=

There are multiple ways to add Package details for labels within your batch.
a) Individual Recipient Method: If you would like to add Package details specific to
each recipient, select Add Package Details located in the recipient’s label row. A
pop-up will appear where you can enter the Package details for a single recipient.

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

All Labels (20) Batches (1)

New Label | Use Address Book

Direct Connect  /

 Refresh

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

[J  shipDate Recipient

Service and Package

Preferences / SCAN Forms

Add All Complete to Cart >

Package Details  Extra Services Total Price All Labels v

1 O 02/24/2025 Clark Kent
29 POSTAL RD
MUNICH, DE

2 [J ' 02/24/2025 Clark Kent
29 POSTAL RD
MUNICH, DE

£ February 27th Release
Edit Service And Package

Priority Mail International® Flat Rate ltems + Add Extra $46.25

lug: $1 Services
Edit Package v

Details

Priority Mail International® Flat Rate

& February 27th Release
Edit Service And Package

Items 1 + Add Extra $46.25
Value: $150 :
Services "
Edit Package Edit
Details

b) Bulk Action: If all recipients have the same Package details, select the checkbox on
the top left corner and then select Edit located beneath the Package Details
section. A pop-up will appear where you can enter the Package details for all

recipients.
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This LeDel \Manager tabie /s soned by O0&le and Hime cregrad. Each new @be! will appear ar the fop of the tabve.
Ship Date  Recipient Bervice and Package Package Details Exira Sarvices Total Price All Labels -
# Edit # Edit # Edit # Edit

1 n 11/28:2024 John Doe USPS Connect® Local Small Fiat Rate Bag  Items 1 USRS TI'EE:I(II'IQE 37

[ - | 11/28/2024

30

Edit Service And Package Vilue: $100
300 SURERMAN ST 4PT 201 e Edit Package Detsits Insurance Invsiid reciplent address. Edit v
CHICAGO, IL, B0503-6810 Priarity Mali® Return

Edit Extra Services

yoeqpaa4

Johnny Parker Priority Malk® Small Flat Rate Envelops + Add Package Detgils Insurance

$8.65
Edit Sarvice And Package
300 SPIDERMAN ST o USRS Trecking® InVaid raciplent aodress. Edit -
CHARLOTTE, MC, 28262 Higden Postegs

+ Add Exira Services

8) Select Extra Services
There are multiple ways to add Extra Services for labels within your batch.

a)

Individual Recipient Method: To add an Extra Service specific to each recipient,
select +Add Extra Services locate in the recipient’s label row. A pop-up will appear
where you can select the desired Extra Services for a single recipient.

Label Manager / Shipping History / Address Book / USPS Connect® / DirectConnect / Preferences / SCAN Forms
All Labels (20} Batches (1)

New Label | Use Address Book  Refresh Add All Complete 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 hd

| 02/24/2025 Clark Kent Pricrity Mail International® Flat Rate ltems 1 + Add Extral $48.25

29 POSTAL RD Envelope Vallue: $150 Services v
MUNICH, DE & February 27th Release Edit Package

Edit Service And Package Detally

2 0 02/24/2025 Clark Kent Priority Mail International® Flat Rate  Items 1 + Add Extra $48.25

29 POSTAL RD Envelope Value: $150 Services -
MUNICH, DE & February 27th Release Edit Package Edit v

Edit Service And Package Details

b)

Bulk Action Method: If your batch of labels all have the same Service and Package
type and all recipients require the same Extra Services, select the checkbox on the
top left corner and then select Edit located beneath the Extra Services section. A
pop-up will appear where you can select the desired Extra Services for all
recipients.
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This Lebel \Manager tabie /s soned by O0&le and Hime cregrad. Eacht new @be! will appear ar the fop of the tabve.

E Ship Date  Recipient Service and Package Package Details Total Price Al Labels .
#Edit # Edit # Edit # Edit
1 H 11/28/2024 John Doe USPS Connect® Local Small Fiat Rate Bag  ftems 1 USPS TI'EGKlI'IQG\ 37

30

Edit Service And Package Vilue: $100
300 SURERMAN ST 4PT 201 e Edit Package Detsits Insurance Invsiid reciplent address. Edit v
CHICAGO, IL, B0503-6810 Priarity Mali® Return

Edit Extra Services

- - | 11/268/2024 Johnny Parker Priority Malk® Small Flat Rate Envelops + Add Package Detgils Insurance

$8.65
Edit Sarvice And Package
300 SPIDERMAN ST o USRS Trecking® InVaid raciplent aodress. Edit -
CHARLOTTE, MC, 28262 Higden Postegs

+ Add Exira Services

9) Add Labels to Cart

Review all the recipient details, and if everything is correct begin adding labels to your cart
for checkout. There are multiple ways to add labels to the cart.

a) Individual Recipient Method: Individually add labels to cart by selecting Add to
Cart located in the recipient’s row.

b) “Add All” Method: Add all labels to cart by select the checkbox on the top left
corner and then selecting Add All Complete to Cart.

£ _Back to Batches

Lsbeis [0 the batch sutomaticaly Ssve 25 pou entsr information.

Batch: February 27th Release (1 Label) Edit l I C Refresh

Batch Summary Sender Information Batch Notes

Total $46.25 Superhero Inc None
2750 RANDOM ST
WALNUT CREEK, GA, 94597-2732

Add From File Upload Add All Complete to Cart >

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

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

1+ O 01/17/2025  Clark Kent Priority Mail International® Flat Rate Envelope Items 1 + Add Extra Services $46.25

29 POSTAL RD 2= Fobruary 27th Release \ézl_t:e; 5150 beiai Add o Cart .
MUNICH, DE Edit Service And Package LOIL Fackage Detals
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Start from Address Book

Create multiple labels in Label Manager by bringing in addresses from your Address Book.
1) Begin File Upload Process

a) Select Use Address Book located on the Label Manager page.

Lebel Mansger / Shipping History | AddressBook [ USPSConnect® | DirectConnect | Preferences [  SGAM Forms

Manage, organize, and edit your saved shipping labels, group them into batches, and prepare them for purchass on this page.

All Labels (1) Batches (0)
New Label I Use Address Book I l ' Refresh ] Add All Complete to Cart >
& NewLabel
by date and time created. Each new label will appesr at the top of the table.
g New Batch lent Service and Package Package Details Extra Services Total Price AllLabels
® New Local XChange Label . }
Erien First-Class Mail® Latter 2 £1.03
File Upload Edit Service And Package Edit Package Details
RNSEYE TRL
B Marketplace Import POLIS, MD, 21401-6609

2) Select Recipient from Address Book
a) |If Start from Address Book was selected from the homepage, you will be redirected to
the My Address Book section.
i.  Search for and select the desired recipient by selecting New Label.

Search Address Book Q | l Salect Contacts and Choosa Action ~ m

ABGDEEGHIJKLMNOPQ [ select Al Viewing 1-10 of 13 contacts

Canada Address
sort By D Postal Drive s ot
Forrest, VA 72045
Last Name A-Z w
Betty Bo
O . Edit Delete Mew Label
My Groups Eashal Drive
orrest, VA TE045
All Contacts
Ricky Bobby
Group 1 (2) Edit Delete O Postal Drive Edit Delete MNew Label
Forrest. VA 78045
Group 2 (2) Edit Delete
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b) If Use Address Book was selected from the Label Manager, an Address Book popup
modal will be displayed.

i Search for, select the checkbox of the desired recipient, and select Create Labels.

X
Address Book
Manage my Address Book > Search results 1-6of & Results per page E
Saarch Contacts Al A B CDETF®GHIJKLMNOPOGRSTUV
w X Y Z
All Contacts (5)
Mame (Last, First) Compary Location
Missing contacts from
your existing USPS KENT, CLARK 340 SUPERMANT ST
Address Book? CHARLOTTE, NC, 33333-0000
Sync All Contacts
O Doe John 300 SUPERMAN 5T

CHARLOTTE, MG 28262-2550

Create Labels

3) View Labels in Label Manager

a) The selected recipient addresses should now appear in your Label Manager along with
any other labels that may have previously saved or created.

This Labed Manager fabis s sorted by 0afe and time cragied. Each new iabs! witl appsar af the top of ihe tas.

[0 shipDats Recipient Service and Package Package Details Extra Services Total Price Al Labels -

1+ O 11/26/2024 Johnny PErker Prionty Kalk® Small Flat Rate Envelope + Add Package Detgils  Insurancs $5.65
Pick up at: Edit Service And Package UsPS Tracking®
§ 00 SPIDERMAN ST Hidgen Postags

CHARLOTTE, HC 282682-8191 + Add Extra Services
Add to Cart v
Ship to:

USPS SMART LOCKER
CHARLOTTE, MC Z6262-0300

4) Select/ Edit Service and Package Details

Refer to the Package and Service Type section of the Click-N-Ship® User Guide to follow the
steps required to select your Service and Package details.

5) Select/ Edit Extra Services

Refer to Extra Services section of the Click-N-Ship® User Guide to follow the steps required
to select your extra services.
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Create a Return Label

Create individual return labels manually within our improved creation process. Return labels are

only offered to Business accounts.

Create Return Labels via Single Label Creation (Classic View)

Create an individual return label for a single recipient following the steps below.

1) Begin Single Label Creation Process - Two Options

4) Option 1: Click on Create This Label located on the landing page or New Label in the top

right corner.

Lobel Mansger |  Shipping History | AddressBook [ USPSConnect® /  DirectConnect [

Hi California!
Account #:

Start Shipping
Please ensure you enter a full, valid address with the appropriate details such as
apartment, suite or PO. Box number if applicable.

Ship To [ Save 1o Address Book

Please provide first and last name and/or company.

l Search your Address Book Q ]
First liame M Last Hams Company

Country Copy & Pasta US Address
I United States of America | v ]
“Strast Address AptSutsiOther

cty “State TP Cods™

[ | | soersume - |

[ Send notifications [ Hold for Pickup at Post Office™

Rtarence Numizsr / Hots 1(WIll show on lsbel) Raterence Numiosr / Hote 2 (Wl shaw on laos))

l I |

Max Character Limit: 30 Max Charactar Limit: 30

Create This Label

Preferences  / SCAN Forms

l Enter a Label or Tracking Number to View Label Details

More Print & Ship Options

F

Import Batch of Labels

Import multiple labels from a file
into a batch to edit within Label
Manager.

=

Create a Batch

Organize your labels into a batch
and utilize our streamlined batch
creation process.

©

Create a Local XChange
Label

Create & Local XChange labsl to
drop off at a USPS Smart Locker
nearby.

+

Import from Marketplace
Connect eCommerce
marketplaces & easily import
labels for customer orders.

—o—
-0

Manage Your Preferences
Manage your shipping
preferences to accelerate your
label creation and access all
shipping festures.

a) Option 2: Select New Label located on the Label Manager page.
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Label Manager

IManage, organize, and edit your saved shipping labels, group them into batches, and prepare them for purchase on this page.

Al Labels (1)

Shipping History

Address Book

Batches ()

USPS Connect®

Direct Connect

Preferences

SCAN Forms

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

@ New Label
by date and time created. Each new label will appsar at the top of the table.

g New Batch lent Service and Package Package Details Extra Services Total Price AllLabels w

®  New Local XChange Label . i
Brien First-Class Mail® Latter 2ozs §1.03

File Upload Edit Service And Package Edit Package Details

& P AddtoCart | v
AMNSEYE TRL

E Marketplace Import POLIS, MD, 21401-6609

2) Follow Single Label Flow Creation Process

a) Refertothe Create a Single Label (Classic View) section of the Click-N-Ship® User
Guide to follow the steps required to create your labels via the Single-Label Flow.

3) Select Return Label Extra Service

a) Once onthe Extra Services section, select the Create a Return Label checkbox
and select a Return Service by selecting the Select a return service dropdown. If
this package contains any Hazardous Materials, the Return Service types displayed
in Step 4: Services will be dependent on the HAZMAT type that was selected in Step
2: Hazardous Materials.

Note: all return packaging is Choose Your Own Box packaging. An estimated
price will be displayed on the Return Package table; however, you will not be
charged for the Return Label until it is scanned and used.
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Extra Services

[ amaitionsl insurancs @) Fas VEriss
[ signeturs Services O Fae Verlss
Creeta & return labs ‘@ Charged upon use

“ou will not be charged for this return labsl unisss it Is used by the recipient. You will be notified of It's
use and & postags dus will Show up In your Shipping Cart.

“Select the service typs for your retum Eosl

Select a return service

Once the Return Service type is selected, you can also purchase Return Label
Insurance to ensure return shipments are covered in case of loss or damage. The
Return Label Insurance options will only be displayed after selecting a Return
Service Type.

i. Note: you will need to select the Additional Insurance option first and then
Create a return label option to see the Additional Insurance for the return
label.

To view more information on return label services, select the Return Service
Tooltip.

Once the tooltip is selected, a Create a Return Label Popup Modal will be
displayed.
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B Create a return labal (7) Charged upon use

ou will not be charged for this return label unless it is used by the recipient. You will be notified of it's
use and a postage dus will show up in your Shipping Cart.

*Sodect the sarvice type for your return label
[

Additional Insurance

The sanice type you selected only covers part of the
package or package value. Additional insurance can be
purchased to cowver the balanca.

Additional Insurance (D §7.45

Estimated amount charged upon use: $31.24

Create Return Labels via Single Label Creation (Quick-Flow View)

Create an individual return label for a single recipient via the Quick Flow Label Creation Experience
by following the steps below.

1) Begin Single Label Creation Process - Two Options
a) Option 1: Click on Create This Label located on the landing page or New Label in
the top right corner.
i. Note: Once you input all the Recipient address details and click Create This

Label, you will be automatically redirected to the Quick Flow to input the
rest of your label information.
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Lebel Mansger  /

Lebel Manager /  Shipping History AddressBook [/  USPS Comnest® |

Hi Galifornia!
Account #:

Start Shipping

Please ensure you enter a full, valid address with the appropriate details such as
apartment, suite or PO. Box number if applicable.

Ship To

Please provide first and last name and/or company.

[ Save to Address Book

l Search your Address Book Cl ]
First uama i Last uams Company

“Country Copy & Pasta US Addrass
I United States of America | ~ ]

“Strest Aaress AptSutsOtar

I I l

“Cty “State

“ZIP Coda™

| [e=zm—] |

[0 Send notifications [] Held for Pickup at Post Offica™

RSTarencS NUMIDSr / HOt 1(WIll SNOW on IEDS) RMSrENCe NMUTIDSr / Hote 2 (W SHOW ON 1208

o | |

Max Characer Limit: 30

Create This Label

Direct Connect

Preferences / SCAN Forms

l Enter a Label or Tracking Number to View Labal Details

More Print & Ship Options

F

Import Batch of Labels
Import multiple labels from a file
into a batch to edit within Label
Manager.

T

Create a Batch

Organize your labels into a batch
&nd utilize our streamlined batch
creation process.

Q

Create a Local XChange
Label

Create a Local XChange label to
drop off at & USPS Smart Locker
nearby.

+

Import from Marketplace
Connect eCommerce
marketplaces & easily import
labels for customer orders.

—o—
=

Manage Your Preferences
Manage your shipping
preferences to accelerate your
label creation and access all
shipping features.

a) Option 2: Select New Label located on the Label Manager page.

Shipping History Address Book [ USPS Connect®

[/ Direct Connect

Preferences

IManage, organize, and edit your saved shipping labels, group them into batches, and prepare them for purchase on this page.

[ SGAN Forms

Al Labels (1) Batches (0}
abe Use Address Book l l C' Refresh ] Add All Complete to Cart >
& NewLabel
by date and time created. Each new label will appsar at the top of the table.
& NewBatch lent Service and Package Package Details Extra Services  Total Price All Labels w
® New Local XChange Label . }
Brien First-Class Mail® Leter 2 §1.03
File Upload Edit Service And Package Edit Package Details
F Fiewp Add to Cart .
AMNSEYE TRL
E- Marketplace Import POLIS, MD, 21401-6609
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2) Follow Single Label Flow Creation Process

a) Referto the Create a Single Label (Quick-Flow View) section of the Click-N-Ship®

User Guide to follow the steps required to create your labels via the Single-Label

Flow.

3) Select Return Label Extra Service

a) Once onthe Extra Services section within the Label Summary, select the Create a
Return Label checkbox and select a Return Service by selecting the Select a return

service dropdown. If this package contains any Hazardous Materials, the Return
Service types will be dependent on the HAZMAT type that was selected in the

Hazardous Materials step.

i. NOTE: all return packaging is Other Type of Box or Envelope. An estimated
price will be displayed on the Return Package table; however, you will not be

charged for the Return Label until it is scanned and used.

Label Summary

:i: Ship to Locker For Pickup Hemove
NORTHEAST

1820 HARRIS HOUSTOMN RD
CHARLOTTE, NC 28262

USPS Ground Advantage®
Cubic CGustormn Packaging

$100 insurance included

USPS Tracking®

[] Additional Insurance @

S10.30

Free

Free

Fee varies

[] Create a Return Label @

Charged upon

use
[ Label Delivery @) %155
[] Hide Postage on Labal (7)
Total $10.30

b) Once selected, a Create a Return Label Popup Modal will be displayed. Select a

Return Label Service Type from the dropdown and select Save.
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Create a Return Label

You will not be charged for this return label unless it is used by the recipient. You will be notified of
it's use and a postage due will show up in your Shipping Gart.

“Select the service type for your return lebel

Select an option -

Pricrity Mail® Return

Pricrity Mail Express® Return

USPS Ground Advantage® Return

c) Once the Return Service type is selected, you can also purchase Return Label
Insurance to ensure return shipments are covered in case of loss or damage. The
Return Label Insurance options will only be displayed after selecting a Return
Service Type.

i. Note: you will need to select the Additional Insurance option first and then
Create a return label option to see the Additional Insurance for the return
label.

Create a Return Label

You will not be charged for this return label unless it is used by the recipient. You will be notified of
it'a use and a postage due will show up in your Shipping Cart.

“Bsiact the service typs Tor your return |abel

Priority Mail® Return -

Extra Services Available for Your Return

Additional Insuranice (7) $7.45

Estimated amount charged upen use: $31.24
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Create Return Labels via Label Manager

Create an individual return label for a single recipient from your Label Manager following the steps
below.

1) Proceed to your Label Manager
a) Select View Label Manager tab located in the navigation menu on the landing page.

/ Shipping History / AddressBook / USPSGConnect® / DirectGonnect | Preferences /  SGAN Forms

Hl Brll‘ta ny' Enter & Label or Tracking Number to View Labeal Details E l
Account #:

2) Add the Return Label Extra Service

There are multiple ways to add the Return Label Extra Service for labels within your Label
Manager.

a) Individual Recipient Method: To add an Extra Service specific to each recipient,
select +Add Extra Services located in the recipient’s label row.

This Lebel \Manager tabie /s soned by O0&le and Hime cregrad. Eacht new @be! will appear ar the fop of the tabve.

[+ ] Ship Date  Recipient Bervice and Package Package Details Exira Sarvices Total Price All Labels -
# Edit # Edit # Edit # Edit
1 n 11/28:2024 John Doe USPS Connect® Local Small Fiat Rate Bag  Items 1 USRS TI'EE:I(II'IQE 37

50
300 SUPERMAN 5T APT 201 B0t Service And Package Value: $100 _ Insumsnce Invaild reciplent sddress. Edit -
CHICARG, 1L Eos05.8810 Edit Packege Details A

figrihy tlal® Seturn
Edit Extra Services

yoeqpaa4

- - | 11/268/2024 Johnny Parker Priority Malk® Small Flat Rate Envelops + Add Package Detgils Insurance

$8.65
Edit Sarvice And Package
300 SPIDERMAN ST a uses Tracking® Invalld reciplent address. Edit -
CHARLOTTE, HC, 28282 Hioden Postegs

+ Add Exira Services

b) Bulk Action Method: If your batch of labels all have the same Service and Package
type and all recipients require the same Extra Services, select the checkbox on the
top left corner and then select Edit located beneath the Extra Services section.
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This Lebel \Manager tabie /s soned by O0&le and Hime cregrad. Eacht new @be! will appear ar the fop of the tabve.

Ship Date  Recipient Bervice and Package Package Details Exira Sarvices Total Price All Labels -
# Edit  # Edgit # Edit # Eqit
1 B 11262024 John Doe USRS Connect® Local Small Fiat Rats Beg  fems 1 USRS Trecking™ 730
300 SUPERMAN 5T APT 201 B0t Service And Package Value: $100 _ Insumsnce Invslid reciplent acdsss. Edit -
CHICAGO, IL, B0503-5810 Edit Package Detsils  proem, pgi® Return
Edit Extra Services
z @ 11287024 Jonhnny Parker Prionty MEINE Small Flat Rats Eveiops + Add Packsge Detsils Inswrance

$8.65
Edit Sarvice And Package
300 SPIDERMAN ST o USRS Trecking® InVaid raciplent aodress. Edit -
CHARLOTTE, MC, 28262 Higden Postegs

+ Add Exira Services

c) Once either option is selected, the Select Extra Services popup modal will appear.
Select Create a return label checkbox.

Select Extra Services

Extra Services

|:| Additional Insurance (D Fee \aries
[] signature Services @ Fee Varies
[] Create a return label @ Charged upon use
] Hide Postage on Label (F) Free

d) Selectareturn service type from the Select a return service dropdown.
i. Note: if this package contains any Hazardous Materials, the Return Service
types displayed in Step 4: Services will be dependent on the HAZMAT type
that was selected in Step 2: Hazardous Materials.
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X
Select Extra Services

O signature Sarvices (D) Fee Vares

B Create a retum label @) Chargad upon use
You will not be charged for this return [abel unless it is used by the recipient. You will be notified of it's use
and a postage due will show up in your Shipping Cart.

“Salect the sanvice type for your return labeal

Select a return service

Priority Mail® Return

Priority Mail Express® Retum

USPS Ground Advantage™ Raturn

e) Once the Return Service type is selected, you will see the estimated amount
charged for the Return Label if it is used.

X
Select Extra Services

O signature Services @) Fee Varias

B Create aretum lsbel @) Charged upon use

“ou will not be charged for this return label unless it is used by the recipient. You will be notified of it's use
and a postage due will show up in your Shipping Cart.

“Sedect the service type for your retum label

Priority Mail® Return

Estimated amount charged upon use: $6.64

f) To proceed, select Save.
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Select Extra Services

[ signature Services @) Fae Varias

B Crestearstum label @ Charged upon use

“ou will not be charged for this return label unless it is usad by the recipient. “ou will be notified of it's usa
and a postage due will show up in your Shipping Cart.

“Selact the sarvice type for your retumn label

PPriority Mail® Return

Estimated amount charged upon use: $6.64

[ Labal Dalivery @ 3125

[ Hide Postage on Label @)

Frae

210



Viewing your Return Label(s)

Within this section you will understand where to find and how to view your created Return Label(s).
1) View Return Labels via the Label Manager
a) Select View Label Manager tab located in the navigation menu on the landing page.

/ ShippingHistory /| AddressBoock / USPSConnect® / DirectConnect | Preferences / SCAN Forms
Hl Brll‘la nyl Emter & Label or Tracking Mumber 1o View Labal Datails % l
Account #:

b) If a Return Label has been added to an Outbound Label, the Return Label will be
displayed within the Extra Services section of the Outbound Label.

This Labe! Managsr tabis 15 sorted by date and fime cregtad. Eact new abe! will appear at the top of the table.

H Ship Date  Recipient Service and Package Package Details Extra Services Total Price All Labels b d
# Edit # Edit # Edit 7 Edit
1 H 11/28/2024 John Doe USPS Connect® Local Small Flat Rate Bag  ttems 1 USPS 'I'rsc:klnga $7.30
300 SUPERMAN ST APT 201 it Service And Package Juplepihiy | lnsurance Invsiia reciplent adarsss. Edit v
CHICARO, I, 80503-5610 Edit Package Details
G TE SETVICes
2 u 11/28:2024 Johnny Parker Priority Malk® Small Fiat Rate Enveiops + Add Package Deteils Insurance $8.65

300 SPIDERMAN 5T Edit Service And Package USPS Tracking™ P tont ) Edit "
CHARLOTTE, MNC, 282682 Hiddsn Postage

+ Add Exira 3ervices

2) View Return Labels via the Label Cart
a) Select Label Cart located on the landing page.

Click-N-Ship®

Lebel Manager | Shipping History / AddressBook | USPSConnect® / DirectGonnect / Preferences / SCAN Forms

Hi Brittany!
Account #:

Enter & Label or Tracking Mumber to View Labal Details E l

b) Within the Label Cart, there will be a Return Label indicator for each outbound Label
with a Return Label.
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Label Cart (2)

< Back to Label Manager
*Note for Return Services: For any return services added, it is free to create and print the return label now. You will only be charged If this return label is used.

Remove

D Ship Date Reciplent Service and Mailplece Mailpiece Detalls Mallpiece Services Price
102 [0 oss22/2024 Clark Kant Prierity Mail® Flat Rate Envelope Value: $100 Flat Rate Envelope $8.50
200 SUPERMAN 5T )

# Edt CHARLOTTE. NC 26202-2222 Ltz Tamea —
Priority Mail® Retun Free ||

Total Label Gost $8.50

20f2 [0 o3/22/2024  ciarx ent Priority Mail® Flat Rate Envelope Value: $100 Flat Rate Envelope $3.50

ot 300 SUPERMAN 5T USPS Tracking Electronic Free

# Edit CHARLOTTE. M2 28283-2222

Insurance Free

Hidden Po

a0e
Priority Mail® Return Free

3) View Return Labels via the Payment Confirmation Page
a) Onceyou’ve purchased a label, you will always be redirected to the Payment
Confirmation page.

Payment Confirmation

Order Mumber
CEG10C9E-2F2B-48F8-9C89-F13FF1690BAF

Charged to Crdier Total
MASTERCARD-0440 526.65 (1 labels)

(a)

b) W.ithin the Payment Confirmation page, there will be a Return Label indicator for
each outbound Label with a Return Label.
i. Note: you will also see the Return Label service type and tracking number
in the payment confirmation Label Table beneath its associated Outbound
Label.
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Label actions: Select labe's and print, save to POF or creste a digital ed campsign to eppesr in recipient’s Informed Delivery.

Frint Labels Seve as PDF Create Digital Banner

[0 shipDate  Recipient Mailpiece and Package Package Details  Digital Banner  Label Number
1ot [ oamaszoze  Clark Kent Priority Msil Express® Legal Figt Rate Envelope value: $100 Create B47T1230108355000072855
300 SUPERIAN 5T 2-02y Dalvary
CHARLOTTE, MG 28282-2222

B4019301023565000012582 I

brority wsite Return service

c) To printyour Return Labels, select Print Labels located under the Label Actions
section at the bottom of the payment confirmation page.
i Note: your Return Labels which will be printed out with their associated
Outbound Label.

Label actions: Select lsbels and print, save to PDF or create 2 digital ed campsign to eppear in recipient’s Informed Delivery.

Print Labels Save as PDF Create Digital Banner

O Ship Date Recipient Mailpiece and Package Package Details Digital Banner Label Humber
1071 D Damara024 Clark Kent Priority Mail Express® Legal Flat Rate Envelope Valus: $100 Craate 847123071 0235500007 2856
200 SUPERMAN 5T 2-0zy Dallvery

CHARLOTTE, MC 28282-2222
B0 9301 035500001 2582

Return Label Pricrity Mail® Return Service

4) Viewing Return Labels via the Shipping History
a) Select Shipping History tab located in the navigation menu on the landing

page.

Label Mansger | | Shipping History | / AddressBook / WUSPSConnect® / DirectConnect | Preferences [ SGAN Forms

Hl Brluﬂ nyl Entar & Label or Tracking Mumber to View Labal Datails @ l
Account #:

a) Within the Shipping History, your purchased Return Labels will be listed as
their own line items.
b) To distinguish a return label from a regular outbound label, refer to the Service
Type section and look for RTN, which stands for Return.
i Note: you will also be able to view other Return Label details such as the
shipping address, label number, and label use status (e.g. Pending Use).
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Showing Results 1-1 of 1

Select labels from the table below by checking the corresponding checkbox for actions to appear. Then choose an action.

1 [ o4rmerzozs 23004048- Clark Kent PM-RTN 1! 5510714 Mo RYA EPS-8201 Pending  $0.00 "charged upon use
0d81-4283- 200 SUPERIAAN 5T Use B
aTEa- CHARLOTTE. NC 282822222 Outgoing Label Ending: 2570

830807691 bet
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Other Single Label Creation Options for Business Users
Priority Mail Open & Distribute (PMOD) Drop Shipment Creation

PMOD provides an easy alternative to mail drop shipments for Business customers who want to

expedite their mailings of certain mail classes to domestic destination postal facilities. The
shipment receives the Priority Mail service between the acceptance BMEU or Associate Post
Office” location with acceptance function and the destination facility. The enclosed mail is

processed and provides the appropriate service from the mail processing facility to the destination

delivery unit or sectional center facility.

1) Select the New Drop Shipment Feature

a) Homepage: on the Click-N-Ship® Homepage, select the Create a PMOD / Drop

Shipment tile.

Label Mansger [ ShippingHistory / AddressBook /  USPS Gonnect®

Shaw Waters

Account #
Benefits: Saving with Business Rate Card, USPS Connect® Local

Start Shipping

Please ensure you enter a full, valid address with the appropriate details such as

apartment, suite or P0. Box number if applicable.

Ship To [ save to Address Book

Please provide first and last name and/or company.

/ Preferences [ SCANForms

Enter a Label or Tracking Number to View Label Details

&

l Search your Address Book

First Hama 2 Last Hame Comparny
“Courtry Copy & Paste US Address
| United States of Amarica

“Strast Agdress Apt/SUtsTther

cay “state “ZIP cage™

l l [ Select State b4 ] l

[ Send notifications [ Hoid for Pickup at Post Office™

FReferance Mumbsr ¢ Hots 1(WIll show on lsbsl) Feferance Humbsr 7 Mote 2 (Wl show on ios)

| |

Max Character Limit 30 Max Charaster Limit: 30

Create This Label

More Print & Ship Options

F

Import Batch of Labels
Import multiple labels from a file
into a batch to edit within Label
Manager.

-

Create a Batch

Organize your labels into a batch
and utilize our streamlined batch
crestion process.

2=
-

Manage Your Preferences
Manage your shipping
preferences to accelerate your
label ereation and access all
shipping features.

+

Import from Marketplace
Connect eCommerce
marketplaces & easily import
labels for customer orders.

¥

Create a PMOD /
Drop Shipment
Create a shipment of packages
or mailpieces to send to one
postal facility for streamlined
distribution

©

Create a Local XChange
Label

Create a Local XChange label to
drop off at a USPS Smart Locker
nesrby.
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b) Label Manager: Within Label Manager, select the New Drop Shipment button.

Click-N-Ship®

Lsbel Manager [ SnippingHistory [/ Address Book [ USPSCommect®  /  Direct Commect [ Preferences [ SCAN Forms
All Labels (318) Etchas (B}
l Use Address Book I MNew Drop Shipment I l * Refresh l

This Labed Manager tabie Is sorted by dale and time crealed. Each new iabe! will appear at the top of the tatie.

[0 shipDate Recipient Servics and Package

2) Begin PMOD Single Label Creation Process

Package Details Extra Sarvices

Switch Payer Account

Shipping with account: My Account

Actions v

\1J cart

Add All Complete to Cart >

All Labals ¥

a) Once onthe New Drop Shipment page, you will be presented with a detailed
description of what the Priority Mail Open and Distribute Service is and how it
works. To view more information about drop shipping and Priority Mail Open and

Distribute, refer to the PMOD FAQ Article.

Click-N-Ship®

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

Mew Label

New Drop Shipment

Create your Open and Distribute drop shipment here. This is the label that will go on the
container of the entire shipment. After vou purchase this |sbel, package your shipment
of pre-labeled packages or mailpieces, put this label on the outside and ship!

Open and Distribute Service provides an easy slternative to mailer drop shipments for
cuatomers who want to expedite their mailings of certain mail classes to domestic
destination postal facilities. The shipment receives Priority Mail service between the
acceptance facility and the destination facility. The enclosed mail is proceased and
provided the appropriate service from the mail proceasing facility to the destination
delivery unit. Learn more about drop shipping_ and Priority Mail Open and Distribute

3) Enter Sender Details

Switch Payer Account

S cart

Shipping with account: My Account -

Preferences

SCAN Forms

a) Enterthe sender details as you normally would with a regular Click-N-Ship label.
Refer to the Edit Sender Details section of the Click-N-Ship® User Guide to view the

steps on how to enter the sender details.
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New PMOD / Drop Shipment

Create your Open and Distribute drop shipment here. This is the label that will go on the container of
the entire shipment. After you purchase this label, package your shipment of pre-labeled packages or
mailpieces, put this label on the outside and ship!

Open and Distribute Service provides an easy alternative to mailer drop shipments for customers who
want to expedite their mailings of certain mail classes to domestic destination postal facilities. The:
shipment receives Priority Mail service between the acceptance facility and the destination facility. The
enclosed mail is processed and provided the appropriate service from the mail processing facility to the
destination delivery unit. Learn more about drop shipping and Priority Mail Open and Distribute

Step 1: Destination Facility Sender Details

— - *You can manage your return addresses in Preferences.
Search for a Destination Facility Q) Facility Finder (FAST)

Search for a destination facility for your PMOD shipment. This is where you will be dropping

Use a one-time return address
off your shipment. ;| @

“Destination ZIP Code™ “Facility Type

“Select your return sddress
20020
i Package Pickup

Destination Delivery Unit (DDU)
4 Results Sectional Center Facility (SCF)

Sorting and Delivery Center (S&DC) s Ship from & difierent ZIP ™
WASHINGTON DDU Regional Processing and Distribution Canter (RPDC)
3843 PENNSYLVANIA AVE SE
WASHINGTON, DC 20020-2924 Email

Phone / SMS Text Message
WASHINGTON DDU

2341 PENNSYLVANIA AVE SE . o
WASHINGTON, DC 20020-2996 [ send me tracking notifications

Open now | Gloses 1:00 PM w

v Label Summary

Select your service type o view rates, estimated defivery; and

Den't see what you're looking for? Enter Destination Details Manually extra services

4) Select the Destination Facility
a) To create a PMOD label, you will be required to input the ZIP Code of the Facility
and select a Facility Type from the dropdown.

b) Afterthe ZIP Code has been input and the Facility Type is selected, click Search to

view all available facilities matching your criteria.
i. Note:you can also utilize the Facility Finder (FAST) tool to find a nearby
facility.
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c)

Step 1: Destination Facility

Search for a Destination Facility Q Facility Finder (FAST)

Search for a destination facility for your PMOD shipment. This is where you will be dropping
off your shipment.

“Destination ZIP Code™ “Faciity Tyoe

20020

All

Step 1: Destination Facility

Search for a Destination Facility I Q Facility Finder (FAST)

Search for a destination facility for your PMOD shipment. This is where you will be dropping
off your shipment.

“Destingtion ZIP Code™ “Facility Tyoe

Don't see what you're looking | Sectional Center Facility (SCF)

Destination Delivery Unit {DOU)

Sorting and Delivery Center (S&DC)

Regional Processing and Distribution Center (RPDC)

20020

o[~

Once you have located your facility, click Select Location.

Note: if you are not seeing your facility, you can input destination details
manually by clicking Enter Destination Details Manually.
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Step 1: Destination Facility

Search for a Destination Facility Q Eacility Finder (FAST)

Search for a destination facility for your PMOD shipment. This is where you will be dropping
off your shipment.
“Destingtion ZIP Gode™ “Faciity Type
20020 £ ] l Al w
4 Resulis

WASHINGTON DDU

&
3843 PENNSYLVANIA AVE SE Select Location
WASHINGTON, DC 20020-9924

WASHINGTON DDU
2341 PENNSYLVANIA AVE SE Select Location
WASHINGTON, DC 20020-9926

Open now | Gloses 1:00 PM ~

Don't see what you're looking for? Enter Destination Details Manually

d) Onceyou have clicked Select Location for your facility, the facility address will
automatically populate.

Step 1: Destination Facility Edit

WASHINGTON DDU - DDU
DDU: Destination Delivery Unit

3843 PENNSYLVAMIA AVE SE
WASHINGTON, DG, 20020-9994
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5) Select Packaging & Container Type

a)

Once on step 2, you will be asked to select a Ship Date (required), enter a Package
Value (optional), and enter the Package Weight (required).
i. Ifyou are capturing your package weight by scale, refer to the Connect USB

Scale (Quick Flow and Classic View) section of the Click-N-Ship® User

Guide to view step by step instructions.

Step 2: Packaging & Container Type

*Ship Date (Choose a date up to 7 days awsy from today)

05/27/2026

Package Value (optional) @

5 0

Enter a value up to and including $5,000.00 for insurance

Let us know what you're shipping

Connect a shipping scale to quickly capture weight for each package. View scale

requirements

Weight (includes packaging) ®

0

Ibs

0

0Z5

‘ Connect

Max: 70lbs

Package weight in cunces (0-15.999

oza).

b)

Next, you will be required to select a Container Type.
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Conteinsr Typs

Select W

Half Tray Box

Full Tray Box

EMM Tray Box

Flat Tub Tray Box

c) Next, you will be required to select a Mail Class Enclosed Type.

kel Cless Enciosad

Select R

Package Services

Package Services - Parcal Salaect
Package Services - Bound Print Matter
Package Services - Library Mail
Package Services - Media Mail
Marketing Mail

Pericdicals

Pericdicals - News

d) Next, you will be required to select a Mailpiece / Packages Enclosed Type.
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MallpiecePackeges Enclossd

Select w

Flats
Lettars

Machinable Parcels

Monstandard Parcels

e) Once completed, select Get Rates to proceed with selecting a Service Type.
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“Conteiner Type

Sack '

“#all Class Enclossd

Package Sarvices - Parcel Salect v

“Maliplaca/Packages Enciosed

Letters w

6) Select Service Type
a) Once on Step 3: Services, select a Service Type. Please note that for PMOD, only
Priority Mail Service Type will be available.

otep 3: Services

Shape, weight, and size affect the price for large packeages. Learn More

“Select & Service Type: Sort by: Price | Delivery Time

Priority Mail Open and %2437
Distribute Sack

35" x 24" (flexible, varies by

type)

7) Add PMOD Label to Cart or Save to Label Manager
a) Once the Service Type is selected, add the label to the Label Cart by selecting Add
to Cart or save the label to the Label Manager by selecting Save.
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Container Type Mail Class Enclosed Mail Piece Enclosed

Sack Package Services - Letters Label Summary
Parcel Select
Priority Mail Open and $24 37
Distribute Sack
Total $24.37

Step 3: Services

Shape, weight, and size affect the price for large packages. Learn More
Add to Cart Save

Priority Mail Open and £24.37
Distribute Sack

36" x 24" (flexible, varies by
pe)

Change Service Type

Domestic Label with 3 Party Authorization

Eligible Click-N-Ship® Business Users can now utilize the rates and Enterprise Payment System
(EPS) Billing Account of another user to create, purchase, and ship labels on their behalf by
following the steps below.

1) Select a Payer Account
a) Onthe Click-N-Ship® Homepage, select Switch Payer Account to choose the
Payer’s EPS account that you want to use to create the label(s) for.
i. Note, you can also switch between payer accounts via the Label Cart and
Preferences section.
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- - Switch Payer Account
Click-N-Ship® — \OJ can
Shipping with account: My Account -
Lebel Menager / Shipping History / AddressBook | USPS Connect® [ DirectConnect / Preferences [  SCAM Forms
MASSIVE BUSIN ESS Enter a Label or Tracking Number to View Label Details E l
Account #:

Benefits: Saving with Business Rate Card, USPS Connect® Local

Start Shipping More Print & Ship Options
Ship To [ save to Address Book
Please provide first and last name and/or company. @ ¢
Search your Address Book Q l Import Batch of Labels Import from Marketplace
Import multiple labels from a file Connect eCommerce
First Nama Ml Lest Name Compeny into a batch to edit within Label marketplaces & easily import

l Manager labels for customer orders

U l

b) Click onthe dropdown under the Select Account section and select the Payer’s
EPS account that you want to use.
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.
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Need to purchase labels with another account?

Third-party billing allows you to charge a shipment's label to a third-party payer account. Selecting
another payer allows you to use their rates and their Enterprise Payment System (EPS) billing
account. The pricing you pay is on the payer's account rates.

Any additional benefits you have will not be reflected while using a payer account.

Note: When you switch accounts, the labels currently in your Label Manager and the Cart will be
cleared.

Currently billing to Account: 94883629

Select a payer account.

Select Account

94883629 1000008201 -

The shipper will be responsible for any payment adjustments post-shipping.

‘ Switch To My Account ‘ ‘ Cancel

c¢) Oncethe Payer’s EPS account is selected, select Save Account to proceed with
creating label(s).

d) If youwantto utilize your own personal EPS account to create and purchase
label(s), select Switch to My Account.
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Need to purchase labels with another account?

Third-party billing allows you to charge a shipment's label to a third-party payer account. Selecting
another payer allows you to use their rates and their Enterprise Payment System (EPS) billing
account. The pricing you pay is on the payer's account rates.

Any additional benefits you have will not be reflected while using a payer account.

Note: When you switch accounts, the labels currently in your Label Manager and the Cart will be
cleared.

Currently billing to Account: 94883629

Select a payer account.

94883629 1000008201 -

The shipper will be responsible for any payment adjustments post-shipping.

Switch To My Account Cancel

2) Begin Single Label Creation Process
a) Refertothe Create a Single Domestic Label (Classic View) section of the Click-N-
Ship® User Guide to view the initial steps on how to create your labels via the Single-
Label Flow.
i. Note: shippers will not be able to see the Payer’s rates and prices when
creating or purchasing label(s) using 3™ party authorization.

3) Select Service Type
a) Services: based on the Package Type that was previously selected, a specific list of
available Service Types will be listed in this section. Please note that the Shape,
weight, and size affect the price for large packages —to learn more about this select
the Learn More hyperlink.
i. Note: shippers will not be able to see the Payer’s rates and prices when
creating or purchasing label(s) using 3™ party authorization.
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Step 5: Services

Shape, weaight, and size affect the price for large packages. Learn Maora

Some service standards to this location are not available at this time.

“Salact your USPS Flat Rate Packaging () Filter by | an
__ Priority Mail® Flat Rate 1-Day Delivery |
B Emvelope Mov 26, 2024
== 22" x9-1/2"
Priority Mail® Large Flat Rate 4 p Deiivery |
B b Nov 26, 2024
12 174" X 12" % 6"
Priority Mail® Medium Flat
& - RateBox 1-Day Delivery |
W 11"x8-1/2"x5-1/2" 13-5/8"x  Nov 26, 2024
11-7/B" % 3-3/8"

b) Filter By: to more easily view all the available Service types, you can Filter by Type
by selecting a filter from the dropdown.
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Step 5: Services
Shape, weight, and size affect the price for large packages. Learn More

Some service standards to this location are not available at this time.

“Select your USPS Flat Rate Packaging (D) Filter by | A0 v
— Priority Mail® Flat Rate 1-Day @ =nvscos
. Envelope Now 26,
== A2-AEmxoe Box
Poiy Beg

Priority Mail® Large Flat Rate 4 paw g

F=_ Box
™ Mov 26,
=T 24t x 12t xE

Priceity kall
Pricrity Mall Express

USPS Connect

Priority Mail® Medium Flat

c) Ifyouraddress is eligible for the USPS Connect® Local Service Types, it will be
displayed here. Eligibility is determined by the sender and recipient address entered
instep 1.

Step 5: Services

Shape, weight, and size affect the price for large packages. Learn More

Some service standards to this location are not available at this time.

*Salect your USPS Flat Rate Packaging () Filtar by | US25 connect w

USPS Connect® Local Large
Flat Rate Bag
14w 17"

Same-Day or Naxt-
Day

USPS Connect® Local Flat
- Rate Box iﬂ?@-ﬂﬁf or Next-

197 % 3-4/2" % 14-1/8" v
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d) If aUSPS Connect® Local Service Type is selected, a nearby drop-off location will
be displayed (note, drop-off locations that are displayed are determined by the
sender address entered in step 1).

Your Drop-Off Location Details
Step 5: Services DDU: CHICAGO POST OFFICE
433 W HARRISON ST
Shape, weight, and size affact the price for large packages. Learn More e
Total Distance: 0.72 Miles away
Some service standards to this location are not available at this time. .
Drop-off Hours Lot Parking
Available
USPS Connect® Local Small Flat ) Mon-Fri Set Sun
Rate Bag ‘iﬂ"-'_“E"Dﬁ} or Next- Ciossd  Clossd  Ciossd
9 x12* =
For Same-day delivary, you'l need to crog all your packages off befiore & a.m. local ime of your
SEECIED SN0 date. Fackades droofed off Bl may DR elvered T e day.
Change Service Type
Glarwiow Wimelia
— MoLnhPropact
IQ- Your Drop-Off Location [ / Evanston
DDU: CHICAGO POST OFFICE o \ a3
433 W HARRISOMN 5T .
CHICAGD, IL B0RIY = -
o
“Ermhurs} 9
Cak Fark
Extra Services mbard | o QFhi=ee
ok -
Barwy L
[J Asditionel insurenzs (@) Faa Varss I el | ] 9
O Signature Services @‘ Faa Varlas
[171
D Create & return labsl @ Charged upon use \ ’::l.'\l‘ Lavm
3
Hids Postage on Label (§) Fras N <
w2
7 s % m-. v iy

4) Select Extra Service(s)

a) Once the Service Type is selected, you will be able to select and add Extra
Services. To add an extra service, select the checkbox of the interested extra
service and choose an Extra Service Type.

iv. Note: the extra services listed will vary depending on the service and
package type that was selected. Return labels are only offered to Business
accounts.
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Extra Services

[ signature Services (T) Fee Varies

[] Create aretum labal @) Chargad upon usa

5) Review Label Summary
a) Referto the Label Summary to get a summary of your label order. The Label
Summary will be a grey box located at the top right of the page.
i. Note: you will be able to see the shippers’ account information.

Label Summary

Shipping with Account: 94883629
“Pricea determined on payment

Estimated Delivery: Same-Day or Next-Day

USPS Connect® Local Large Flat
Rate Bag

USPS Tracking™

Total Unavailable

“Prices determined on paymeni

6) Add Label to Cart or Save Label to Label Manager
a) If allthe required information is correct and you would like to add the label(s) to the
Label Cart and proceed to payment, select Add to Cart.
b) If all the required information is correct and you would like to save your label to your
Label Manager, select Save.

Sm h

(a) (b)
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International Label with 3" Party Authorization

Eligible Click-N-Ship® Business Users can now utilize the rates and Enterprise Payment System
(EPS) Billing Account of another user to create, purchase, and ship international labels on their
behalf by following the steps below.

1) Select a Payer Account
a) Onthe Click-N-Ship® Homepage, select Switch Payer Account to choose the
Payer’s EPS account that you want to use to create the label(s) for.
i. Note, you can also switch between payer accounts via the Label Cart and
Preferences section.

Switch Payer Account

Click-N-Ship® \Of can

Shipping with account: My Account

Lebel Manager Shipping History  /  Address Book USPS Connect® Direct Gonnect [  Prefarences SCAN Forms

MASSIVE BUSIN ESS Enter a Label or Tracking Number to View Label Details B l

Account #:
Benefits: Saving with Business Rate Card, USPS Connect® Local

Start Shipping More Print & Ship Options
Ship To [ save to Address Book
Please provide first and last name and/or company. @ ¢
Search your Address Book Q l Import Batch of Labels Import from Marketplace
Import multiple labels from a file Connect eCommerce
First Hams i Lest Nama Compeny into a batch to edit within Label marketplaces & easily import

l Manager labels for customer orders

N l

b) Click onthe dropdown under the Select Account section and select the Payer’s

EPS account that you want to use.
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) Once the Payer’s EPS account is selected, select Save Account to proceed with
creating label(s).

d) If youwant to utilize your own personal EPS account to create and purchase
label(s), select Switch to My Account.
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Need to purchase labels with another account?

Third-party billing allows you to charge a shipment's label to a third-party payer account. Selecting
another payer allows you to use their rates and their Enterprise Payment System (EPS) billing
account. The pricing you pay is on the payer's account rates.

Any additional benefits you have will not be reflected while using a payer account.

Note: When you switch accounts, the labels currently in your Label Manager and the Cart will be
cleared.

Currently billing to Account: 94883629

Select a payer account.

(b) 94883629 1000008201 -

The shipper will be responsible for any payment adjustments post-shipping.

Switch To My Account Cancel

(c) (d)

2) Begin Single Label Creation Process
a) Referto the Create a Single International Label (Classic View) section of the Click-
N-Ship® User Guide to view the initial steps on how to create your labels via the
Single-Label Flow.
i. Note: shippers will not be able to see the Payer’s rates / prices when
creating or purchasing label(s).

3) Select Service Type
a) Services: based on the Package Type that was previously selected, a specific list of
available Service Types will be listed in this section. Please note that the Shape,
weight, and size affect the price for large packages - to learn more about this select
the Learn More hyperlink.
i. Note: shippers will not be able to see the Payer’s rates / prices when
creating or purchasing label(s).
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Step 5: Services

Shape, weight, and size affect the price for large packages. Learn Mare

“Salact your USPS Flat Rate Packaging () Filter by | an

Priority Mail Express
International® Flat Rate
Envelope

12-1/2" x 912"

Il

Priority Mail Express
International® Legal Flat Rate
Envelope

15" x 9-1/2"

Priority Mail Express
oz International® Padded Flat
| = Rate Envelope
12-1/2" x 9-1/2"

b) Filter By: to more easily view all the available Service types, you can Filter by Type

by selecting a filter from the dropdown.

Step 5: Services

Shapa, weight, and size affect the price for large packages. Learn Mors

*Salect your USPS Flar Bate Packaging () Filtar by | an

Priority Mail Express

B Envsiope
= International® Flat Rate
2 . Envelope Box
12-1/2" x 912"
Poly EBg
Priority Mail Express Priority Mall
= International® Legal Flat Rate
— Envelope Pricsity kiall Exprass
P
15" x 3-1/2" USPS Connect
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4) Select Extra Service(s)

a) Ifyou are interested in adding an extra service to your packages(s), select the
checkbox of the interested extra service (nhote, the extra services listed will vary
depending on the international service and package type that was selected).

b) If no extra services are available, you will see a blue message bar letting you know
to proceed to step 5.

Step 5: Services

Shape, weight, and size affect the price for large packages. Learn Mora

Priority Mail Express
— Imternational® Legal Flat Rate
. Enwvelope:
15" x 9-1/2°

Change Service Type

I @ More information is required for this label. Please scroll and proceed to Step 8.

Extra Services

5) Finalize Single Label Flow Creation Process
a) Referto the Create a Single International Label (Classic View) section of the Click-N-
Ship® User Guide to view the final steps on how to add further customs details and
save your label to the Label Manager or add the label to the Label Cart via the Single-
Label Flow.

6) Review Label Summary
a) Referto the Label Summary to get a summary of your label order. The Label
Summary will be a grey box located at the top right of the page.
i. Note, you will be able to see the shippers’ account information.
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Label Summary

Shipping with Account: 94883620
Priarity Mail Express International® Lagal
Flat Rate Envelope

Total Unavailable

“Prices gefermninad o paymaend

7) Add Label to Cart or Save Label to Label Manager
a) Ifallthe required information is correct and you would like to add the label(s) to the
Label Cart and proceed to payment, select Add to Cart.
b) If allthe required information is correct and you would like to save your label to your
Label Manager, select Save.

Sa.ve F

(a) (b)

Connect USB Scale (Quick Flow and Classic View)

Capture the weight for your shipments using your own USB scale.

Connection Setup
Connect your USB scale following the steps below.

1) Scale Requirements
a) Before connecting your scale to your computer, review the View scale

requirements hyperlink.
i. Note: currently, Click-N-Ship only supports USB scales.
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Packaging Details

Connect a shipping scale to quickly capture weight for each package. View scale

reqguirements

“Weight (includes packaging) (7)

0

Ibs ‘ ‘ 0 0Zs ‘ ‘ Connect

Max: 130z for USPS First-Class Mail options

Requirements to Connect a USB Scale

This feature supports USB connected postage and shipping scales that use the USB HID standard.
If your scale came with a USB data cable and is marketed as a "USE postal/shipping scale
compatible with PC or Mac," it is likely supported.

Supported USB Scales

USPS Digital USB Postal Scale, 25 Ib. max.
Stamps.com ONYX Products 5lb Postage Scale

Before Connecting Your Scale to Click-N-Ship

Plug the scale directly into your computer using the USE data cable.
Turn the scale on and make sure the display is zeroed out.

The scale should be set to lbs./oz.

Remove any items from the scale before starting.

Supported Devices & Browsers
USB scales are supported on deskiop and laptop computers (Windows, macOS, and Linux) using:

Google Chrome
Microsoft Edge
Other Ghromium-based browsers

USB scales are not supported on Safari, Firefox, or iOS devices (iPhone or iPad). Android support
is limited and varies by device. For the best experience, use a desktop or laptop computer.

What to Expect

After clicking Connect, you will be asked by your browser to allow access to the scale.
Once connected, you can place an envelope or package on the scale. The capture button will
read the weight registered by the scale and autofill this information in Click-MN-Ship.

Having trouble?
If your scale isn't detected:

Verify the scale is compatible with Click-M-Ship

Confirm that your scale has power and is connected to your computer
Try connecting to a different USB port

Ensure you are using a supported device and browser

Refresh the page and try again
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2) Selecting and Connecting USB Scale

a) Once you have connected your USB scale, a pop-up in your browser will display so
that you can select your scale. Select the scale and click Connect.
i. Note: currently, only Chrome and Edge browsers are compatible with USB

scales.
ii. Note: if the scale is not connected, the pop up will display “No compatible

devices found”.

cnsh.usps.com wants to connect to a HID device

USE Post Scale
L ¢

b) Within Packaging Details, if no scale is selected/connected, the button will display
as Connect.

Packaging Details

Connect a shipping scale to quickly capture weight for each package. View scale
reguirements

“Weight (includes packaging) @

o Ibs ‘ ‘ 0 0z5 ‘ ‘ Connect

Max: 130z for USPS First-Class Mail options
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c)

d)

Within Packaging Details, once the scale is selected/connected, there will be a

green indicator along with the name of the connect USB scale and the button will

display as Capture.

el i B b Ol

] 1am shipping Live Animals or Perishable Goods. @

Successfully connected to the weight scale
] 1am shipping Cremated Remains @ I @

USPS Flat Rate Box or Other Type of Box or First-Class Mail® Letter
Envelope Envelope or Envelope
Prices based on packaging Pricing based on weight & size ltems requiring postage stamp
70lbs (31.75kg) masx 70Ibs (31.75kg) max 130z (368g) or less
Free USPS Tracking® Free USPS Tracking® USPS Tracking® Not
Available

Packaging Details

Connect a shipping scale to quickly capture weight for each package. View scale
requirements

“Weight (includes packaging) (7) ® USB Post Scale Disconnect
0 Ibs i 0 ozs Capture

Max: 70lbs

“Dimensions @

Length Width Height
0 in { 0 in ] 0 in

] The packaging is not a standard rectangular box or envelope

X
Sum

Select your se
extra services

Add to

Within Packaging Details, now that your USB scale is connected, place your item

on the scale and click Capture to automatically record the weight.

i. Note: depending on the allowable weight of the scale, the scale will only

capture up to the lb. max.
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] 1'am shipping Live Animals or Perishable Goods. @ X
Successfully connected to the weight scale
] 1'am shipping Cremated Remains ® @ Su
Select your se.
USPS Flat Rate Box or Other Type of Box or First-Class Mail® Letter extra services
Envelope Envelope or Envelope
Prices based on packaging Pricing based on weight & size Iltems requiring postage stamp
70Ibs (31.75kg) max 70lbs (31.75kg) max 130z (368q) or less
Free USPS Tracking® Free USPS Tracking® USPS Tracking® Not Add to
Available

Packaging Details

Connect a shipping scale to quickly capture weight for each package. View scale
requirements

“Weight (includes packaging) ®

0 ‘ Ibs l l 0 ozs ] [ Capture \
Max: 70lbs
“Dimensions (D
Length ‘Width Height

0 in i 0 ‘ in 0 in

[T The packaging is not a standard rectangular box or envelope

e) Refertothe Create a Single Domestic Label (Quick-Flow View) and Create a Single

Domestic Label (Classic View) section of the Click-N-Ship® User Guide to view the

initial steps on how to create your labels via the Single-Label Flow.
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	Label Creation Overview
	Create a Single Label (Classic View)
	Create individual labels manually with our improved classic label creation process.
	Domestic Label
	Create a domestic label for a single recipient following the steps below.
	1) Begin Single Label Creation Process – Two Options
	2) Enter Sender Details
	3) Enter Recipient Details
	4) Select Hazardous Material Type
	5) Enter Items Information (optional)
	6) Select Packaging
	7) Select Service Type
	8) Select Extra Service(s)
	9) Review Label Summary
	10) Add Label to Cart or Save Label to Label Manager
	11) Select to Ship to a USPS® Smart Locker (if applicable)


	Domestic Label for Live Animals & Perishable Goods
	Create a domestic label to ship Live Animals & Perishable Goods for a single recipient by following the steps below. Please note that you may ship live animals or perishables with select service types for an additional fee. Live Animal and Perishable ...
	1) Begin Single Label Flow Creation Process
	2) Select Packaging
	3) Select Service Type
	4) Select Extra Service(s)
	5) Review Label Summary
	6) Finalize Single Label Flow Creation Process


	Domestic Label for Free Matter for the Blind (FMB)
	Create a domestic label for a single recipient free of postage through our eligible services if you are a qualifying member of the Free Matter for the Blind Program (FMB) by following the steps below.
	1) Begin Single Label Flow Creation Process
	2) Select Packaging
	3) Select Service Type
	4) Select Extra Service(s)
	5) Review Label Summary
	6) Finalize Single Label Flow Creation Process


	Domestic Label for Cremated Remains
	Create a domestic label to ship cremated remains by following the steps below. Please Note, the cremated remains service can only be shipped with Priority Mail Express Custom Packaging.
	1) Begin Single Label Flow Creation Process
	2) Select Cremated Remains
	3) Select Service Type
	4) Select Cremated Remains Extra Service
	5) Review Label Summary
	6) Finalize Single Label Flow Creation Process


	International Label
	Create an international label for a single recipient following the steps below.
	1) Begin Single Label Creation Process – Two Options
	2) Enter Sender Details
	3) Enter the Recipient Details
	4) Select Hazardous Material Type
	5) Enter Items Information (required)
	6) Select Package Type
	7) Select International Service Type
	8) Select Extra Service(s)
	9) Additional International & Customs Information
	10) Review Calculated Landed Cost Estimate
	11) Review Label Summary
	12) Add Label to Cart or Save Label to Label Manager


	International Label for Free Matter for the Blind (FMB)
	Create an international label for a single recipient free of postage through our eligible services if you are a qualifying member of the Free Matter for the Blind Program (FMB) by following the steps below.
	1) Begin Single Label Flow Creation Process
	2) Select Package Type
	3) Select Service Type
	4) Select Extra Service(s)
	5) Finalize Single Label Flow Creation Process


	International Label for Cremated Remains
	Create an international label to ship cremated remains by following the steps below.
	1) Begin Single Label Flow Creation Process
	2) Select Cremated Remains
	3) Select Service Type
	4) Select Cremated Remains Extra Service
	5) Finalize Single Label Flow Creation Process



	Create a Single Label (Quick-Flow View)
	Create individual labels manually and quicker with our new Quick-Flow label creation process, where all label details will be displayed on one single page instead of our classic step-by-step format.
	Domestic Label
	Create a domestic label for a single recipient following the steps below.
	1) Begin Single Label Creation Process – Two Options
	2) Opt Into the Quick Flow Label Creation Experience
	Shipping Information
	1) Select Ship Date
	2) Enter Sender Details
	3) Enter Recipient Details
	Content & Package Information
	1) Enter Content Details
	2) Select Hazardous Materials Type (if applicable)
	3) Select Package Type
	Shipping Options
	1) Select Service Type
	2) Label Summary
	3) Select Extra Service(s)
	4) Add Label to Cart or Save Label to Label Manager


	Domestic Label for Live Animals & Perishable Goods
	Create a domestic label to ship Live Animals or Perishable Goods for a single recipient via Quick-Flow by following the steps below.
	1) Begin Single Label Flow Creation Process
	Content & Package Information
	1) Enter Content Details
	2) Select Hazardous Materials Type (if applicable)
	3) Select Live Animals or Perishable Goods Type
	4) Select Packaging
	Shipping Options
	1) Select Service Type
	2) Label Summary
	3) Select Extra Service(s)
	4) Add Label to Cart or Save Label to Label Manager


	Domestic Label for Cremated Remains
	Create a domestic label to ship cremated remains for a single recipient via Quick-Flow by following the steps below.
	1) Begin Single Label Flow Creation Process
	Content & Package Information
	1) Enter Content Details
	2) Select Hazardous Materials Type (if applicable)
	3) Select Cremated Remains Shipping
	4) Select Packaging
	Shipping Options
	5) Select Service Type
	6) Label Summary
	7) Select Extra Service(s)
	8) Add Label to Cart or Save Label to Label Manager


	International Label
	Create an international label for a single recipient via quick flow by following the steps below.
	1) Begin Single Label Creation Process – Two Options
	2) Opt Into the Quick Flow Label Creation Experience
	Shipping Information
	1) Select Ship Date
	2) Enter Sender Details
	3) Enter Recipient Details
	Content & Package Information
	1) Enter Content Details (required)
	2) Select Hazardous Materials Type (if applicable)
	3) Select Package Type
	4) Additional Step: International & Customs Information
	Shipping Options
	1) Select Service Type
	2) Label Summary
	3) Select Extra Service(s)
	4) Review Calculated Landed Cost Estimate
	5) Add Label to Cart or Save Label to Label Manager


	International Label for Cremated Remains
	Create an international label to ship cremated remains for a single recipient via Quick-Flow by following the steps below.
	1) Begin Single Label Flow Creation Process
	Content & Package Information
	1) Enter Content Details
	2) Select Hazardous Materials Type (if applicable)
	3) Select Cremated Remains Shipping
	4) Select Packaging
	Shipping Options



	Create a Batch
	Organize your labels into a batch and utilize our streamlined multi-label creation process.
	1) Begin Multi-Label Batch Process
	2) Enter Batch Details
	3) Add Recipients to Batch (Two Options)
	4) Select Service and Package Details
	5) Edit Package Details
	6) Select Extra Services
	7) Add Labels to Cart


	Import Labels
	Import multiple labels via the File Upload method and continue editing in Label Manager.
	Import Labels Via File Upload
	Import multiple labels via our File Upload method by following the steps below.
	1) Begin File Upload Process
	2) Select File Type and Upload CSV File
	3) Assign to Batch
	4) Map Column Headers
	5) Review Import Label Results
	6) View Uploaded Labels in Label Manager
	7) Select Service and Package Types
	8) Edit Package Details
	9) Select Extra Services
	10) Add Labels to Cart


	Import Labels from an Online Marketplace
	Import order exports from marketplaces such as Etsy, Shopify, BigCommerce, Rithum, and directly upload them to Click-N-Ship® to create labels by following the steps below.
	1) Begin File Upload Process
	2) Select File Type and Upload CSV File
	3) Assign to Batch
	4) Review Import Label Results
	5) View Uploaded Labels in Label Manager
	6) Select Service and Package Types
	7) Edit Package Details
	8) Select Extra Services
	9) Add Labels to Cart



	Start from Address Book
	Create multiple labels in Label Manager by bringing in addresses from your Address Book.
	1) Begin File Upload Process
	2) Select Recipient from Address Book
	3) View Labels in Label Manager
	5) Select / Edit Extra Services


	Create a Return Label
	Create individual return labels manually within our improved creation process. Return labels are only offered to Business accounts.
	Create Return Labels via Single Label Creation (Classic View)
	Create an individual return label for a single recipient following the steps below.
	1) Begin Single Label Creation Process – Two Options
	2) Follow Single Label Flow Creation Process
	3) Select Return Label Extra Service


	Create Return Labels via Single Label Creation (Quick-Flow View)
	Create an individual return label for a single recipient via the Quick Flow Label Creation Experience by following the steps below.
	1) Begin Single Label Creation Process – Two Options
	2) Follow Single Label Flow Creation Process
	3) Select Return Label Extra Service


	Create Return Labels via Label Manager
	Create an individual return label for a single recipient from your Label Manager following the steps below.
	1) Proceed to your Label Manager
	2) Add the Return Label Extra Service


	Viewing your Return Label(s)
	Within this section you will understand where to find and how to view your created Return Label(s).
	1) View Return Labels via the Label Manager
	2) View Return Labels via the Label Cart
	3) View Return Labels via the Payment Confirmation Page
	4) Viewing Return Labels via the Shipping History



	Other Single Label Creation Options for Business Users
	Priority Mail Open & Distribute (PMOD) Drop Shipment Creation
	PMOD provides an easy alternative to mail drop shipments for Business customers who want to expedite their mailings of certain mail classes to domestic destination postal facilities. The shipment receives the Priority Mail service between the acceptan...
	1) Select the New Drop Shipment Feature
	2) Begin PMOD Single Label Creation Process
	3) Enter Sender Details
	4) Select the Destination Facility
	5) Select Packaging & Container Type
	6) Select Service Type
	7) Add PMOD Label to Cart or Save to Label Manager


	Domestic Label with 3rd Party Authorization
	Eligible Click-N-Ship® Business Users can now utilize the rates and Enterprise Payment System (EPS) Billing Account of another user to create, purchase, and ship labels on their behalf by following the steps below.
	1) Select a Payer Account
	2) Begin Single Label Creation Process
	3) Select Service Type
	4) Select Extra Service(s)
	5) Review Label Summary
	6) Add Label to Cart or Save Label to Label Manager


	International Label with 3rd Party Authorization
	Eligible Click-N-Ship® Business Users can now utilize the rates and Enterprise Payment System (EPS) Billing Account of another user to create, purchase, and ship international labels on their behalf by following the steps below.
	1) Select a Payer Account
	2) Begin Single Label Creation Process
	3) Select Service Type
	4) Select Extra Service(s)
	5) Finalize Single Label Flow Creation Process
	6) Review Label Summary
	7) Add Label to Cart or Save Label to Label Manager



	Connect USB Scale (Quick Flow and Classic View)
	Capture the weight for your shipments using your own USB scale.
	Connection Setup
	Connect your USB scale following the steps below.
	1) Scale Requirements
	2)  Selecting and Connecting USB Scale




