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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 four label creation methods:

1) Create a Single Label: create individual labels manually with our Classic or Quick-Flow

label creation process.

2) Create a Batch: organize your labels into a batch and utilize our streamlined multi-label

creation process.

3) ImportLabels: import multiple labels via File Upload or an Online Marketplace and

continue editing in Label Manager.

4) Start From Address Book: start multiple labels in Label Manager by Bringing in addresses

from your Address Book.

5) Create a Drop Shipment (Business Users Only): create a shipment of packages or

mailpieces to send to one postal facility for streamlined distribution.
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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.
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b) Option 2: Click on New Label located on the Label Manager page.
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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

You can manage your return addresses in Preferences.

I|:| Us® & ons-tims return sddrass (DI

“Salect your return addess

Clark Kent

300 SUPERMAN 5T -
CHARLOTTE, MG 28252-2550

Ehip from a different ZIP Coda™

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 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 Mame 4l Last Name

Enter your first neme (meax 50 characters). Enter your last name (max 50 characters).

First Mame is required Last Mame iz required

Compamy

Enter your companmy name (mex 50 characters).

Company is requirad

Phone {optional) “Email

‘ Enter a U.5. phone number fD
Enter = velid email address.

Emnail iz 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
Please provide a valid address. Required fields are marked with an asterisk (7).

“Street Address Apt’Suite

| o] | |

Enter your street address.
Streat Address iz required

“City “State *ZIP Coda™

‘ 0] ‘ ‘ AL - Alabama w | O] ‘
Enter your city (mex 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 street address.
Streat Address is required

“City ~State “ZIP Coda™

0] ‘ ‘ AL - Alabama W ‘ 0]
Enter your city (mex 50 characters). Enter your 5- or B-digit ZIP Code™.
City is requiraed ZIF Code is 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 a one-tims rsturn eddress (1)

“Salect your retumn addess

Clark Kent

300 SUPERMAN 5T -
CHARLOTTE, MC 28262-2550

Ehip from a different 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.



“Salect your reium 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)

Cregte 8 new Sendsr Address

E—r =

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.

ii. Tosetthe 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

In Sat s Defeult Retum Address I

e) Ifyou are shipping from a different ZIP Code™ than the ZIP Code™ indicated in your
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 manage your return addressas in Preferences.

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

“Salect your retumn addess

Clark Kent

300 SUPERMAN ST -
CHARLOTTE, NG 28262-2550

Ehip from a different ZIP Code™

f) Tooptinto Sender Tracking Notifications, select the Send me tracking
notifications checkbox.

Email
john.doe@Egrmail com

Phone / SMS Text Message
(704) 7BO-2387

|:| Send me tracking notificetions

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

10



Tracking Notifications for Sender

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

Email Fhone

]

Enter a U.S. phone number {E}

Phione |s requirad

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

Email Text

All Below Updstes

Expact Delvery Updates

(i) Dy of Delivery Updates
1l

Peckags Dsvery

AwvsBebls for Plck Up

Dislivary Expactetion Updstes

Packags In Transit Updatss

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. Toberedirected to your Address Book, select the Manage Address Book
hyperlink.



Step 1: Recipient Details

Search your Address Sook

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 Name

1] L=t Mame

O]

o]

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

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

Compary

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.

12



Recipient Address | Copy & Paste US Address

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

“Courtry

‘ Unitad States of America i ‘

“Street Addrecs AptSuite’Cther

o] |

Enter your street address.
Street Address iz reguired

*City “Etate *ZIP Code™

0] ‘ ‘ AL - Alabama v‘

o

Enter the oty {up to D0 characiers, Enter your 5-diget or JIF+3 code (g.g.,
emajis not allowed). 12345 or 12345-87348).

City iz required 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.

13



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 labelis either saved to your Label Manager or added to the Label Cart.

14



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.

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

will have the option to ship digible shipmeants to a USPS Smart Locker at checkout
Learn more.

[0 save to addrass Sook

[] send recipient trecking notfications

|:| Hald for Plckup at Post Offlce™

ii. 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 (note, international phone numbers are currently not
supported by the Click-N-Ship® application).

iii. Select the Type of Notifications that you want the recipient to receive.
iv. Select Save to save these changes.

15



(i)

(ii)

Tracking Notifications for Recipient

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

Email Phans

]

Emell must be valld format Pmons IS required

Salact which types of notifications yvou would like the user to receiva?

oy
a1

Email

All Below Updstas

Expact Delvery Updstss
Day of Delivery Updsetaes
Feckags Deivery
Avaleble for Pick Up

Deivery Expectetion Updetes

Packags In Transit Updatss

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.

16



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.

17



Hold for Pickup

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

28262 o]

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

0 NORTH TRYON
&700 M TRYOM 5T

Awailable Services:
Priority Mail Express®

CHARLOTTE, MC, 28213-8708 Priority MailE
USPS Ground Advantage™
Pestomes o Priority Mail® Cubic
USPS Ground Advantage™
Cubic
) MEWELL Awvailable Services:
8106 OLD COMCORD RD Priority Mail Express®
MEWELL, MC, 26128-0887 Priority MailE
USPS Ground Advantage™
Pestomes sous Priority Mail® Cubic
USPS Ground Advantage™
Cubic

iii. 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.

iv. Select Save to proceed to the next step.

“Enter an email and phone number for the sender and recipient to recaive notifications.

(ii)

Sgndar Email Aecipiam Email
o] |
Sendar Emall Is required Emall must e valld format
Sendar Phone £ EMS Ted Meszags Aacipiam Phone / SME Taxt Massage
© | ®
Sender Phons / SMS Tet Messege = requirsd Reciplsnt Phone £ SKMS Text Message IS requinsd
Save (iv)

18



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

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

19



Step 2: Hazardous Materials

Does this parcel contain anything potentially hazardous?

Examplas of mailable HAZMAT include batteries, perfume, paint, asrosols, and mone, Thas
are types of HAZMAT that are not mailable. View what is mailable and what is nonmailable
HAZMWAT

Do Mot Mall Mercury! Marcury is a hazardous, sitver liguid metal. Mercury is
ﬁ_‘\,, inzide many oldar devicas like barometars, thermnometars, blood pressure cuffs,
themostats, and switches. Learn more.

‘Yes, this parcel contains potsntily Mo, | am not shipoimg anyihing potsntiaiy
hazerdous matarial [HAZMAT) nezardous

(a)

(b)

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 a HAZMAT material and would like to go back to the
previous page, select Nevermind, | am not shipping HAZMAT.

20



HAZMAT

The following iterns are conzsiderad hazardous materials (HAZMAT) or Dangearous Goods

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

Mailable HAZMAT Nonmailable HAZMAT (Prohibited)
ABMS SPrays Alr bags

Esttarss non-spllilabis) Ammunitian

Dry o= Bulk shipments of HAZMAT
Flammabile liquids Dymamits

Lightsrs (USPS authaorization requirsd)  Firsworks

Lithium Settariss Gasoling

Matches High Paowered Lithlum BEatterias {l.&., bikas, alactric cars, scootars)
Hell Polish Remover *Mercury

Perfums Purs Acstons

Propens

*Do Not Maill Mercury! Mercury is a hazardous, silver liguid metal. Mercury is inside many older
devices like thermometars, blood pressure cuffs, thermostats, and switches. Learn More

Mote: This i net an al inclusive list of mailable or prohibited items. Please refer to USPS
Publicaticn 52 (Pub 52) for quantity, packaging, and labaling guidance for mailable iems andfor to
ensura your shipment is not prohibitad inthe mail.

Shipping improperly prepared, undeclared or prohibited HAZMAT can result in civil and
criminal penalties under federal law. The following tutorial will halp you kearn how 1o sacuraly
package, label and ship HAZMAT for domestic destinations through USPSE. View tutorial at
whenw usps . com'hazmat

(i) (ii)

m Nevermind, | am not shipping HAZMAT

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

21



“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 ltems 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.

22



Step 3: ltems (optional) @

Mz 30
Itam Quantity waignt (3) Value
Ho ftams added
ferrs Dressription ity Tortal Hernis) Wiaight Total ltemis) Value
| 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

tam 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

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

11/28/2024

i3

Hovember 2024 = e

Su Mo Tu We Th Fr Sa
Update from Step 3

0 for insuranca

zhipping @

|e tre=
26 I M 20 3

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)

11/26/2024

Bt

Packapa Value faptiona) (L)

H] o |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).
i. Ifyouwould like to quickly fill in the package information with a saved
favorite package type (via Preferences), select the Quick-fill with a Favorite
dropdown.
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Let us know what you're shipping )

Start from a favorite or sslect a packaging typs

Quick-fill with a Favorite -

Testng - Priorty Mell Express® Legal Fist Rsts Envelops -

Valug: §345

Paly Bag - USPS Ground Advantage™ Choose Your Own Box 4 [L) X &% (W) X 7" (H)

‘Waight: 5235k=, Value: 200

Paoly Bag 2 - Priority gl Express® Choase Your Own Box 77 [L) 2077 (W) X 47 (H)

Waight: 3.19ks=, Valus: $500 -
4 3

L P P e = e P =

d) USPS® Flat Rate Packaging: If | am shipping with USPS® Flat Rate Packaging is
selected, you will be directed to the next step (Step 4: Services).

Packaging Options (7)
Mote: If you are shipping Cremated Remains, more details can ba found hee
[] 1am shipping Live Animals or Parishable Goods. (7)

| am =hipping with USPS provided Flat Rate | am shipping with LSPS non-Flat Rate
packaging or envelope packaging of my own packaging

Flat rate based on packaging Pricing based on weight and size

| am =hipping a latter or large envelope
Pricing bazed on wiaight and size

e) Custom Packaging: If | am shipping with USPS Non-Flat Rate packaging or my
own packaging is selected, you will be required to enter the following Package
Details:



Packaging Options (§)

Mote: If you are shipping Cremated Remains, more details can be found hes
[ Iam shipping Live Animals or Parishable Goods. ()

| am shipping with USPS provided Flat Rate
packaging or envelopa
Flat rate based on packaging

| am shipping with LISPS non-Flat Rate
packaging or Ny oWwn packaging
Pricing based on weaight and size

| am =hipping a letter or large envelope
Pricing based on wiaight and size

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).

Packaging Details

“Packapga Waight [ncludes paclaging])

o M| Ibs

o]

0]

OIS |Qp-::|ate from Step_ﬂl

Plagss entar pacxagse walght. At leest one fleld must be grester than 0.

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

“Packaga Dimensions E)

Length Widt

@

o @ | n

X

@

In

X

Plegss enter package dimenslons. At leest two dimenshons must be graeter than 0.

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.
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I Thea peckaging Is mot a standard rectangular box or envelops I

Ginh (1)
o D m

PleEss antar girth. Girth must ba 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 -

Maone

Glgss contalinsr with mors than 240z of Bquid

Metal or plastic contelner with more then 1 gallon of liquid

f) Letter or Large Envelope: If | am shipping a letter or large 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.
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Packaging Options (§)
Mote: If you are shipping Cremated Remains, more details can be found hes
[ Iam shipping Live Animals or Parishable Goods. ()

| am shipping with USPS provided Flat Rate | am shipping with LISPS non-Flat Rate

packaging or envelopa packaging or Ny oWwn packaging

Flat rate based on packaging Pricing based on weaight and size

| am =hipping a letter or large envelope
Pricing based on wiaight and size

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.

Packaging Details

“Vissightt (ncludes peckaging) @

0 G}Ibs‘

s 1.30z for USRS First-Class kiall optlons

0 O | o=

PEckags waight In cunces (0-16.888
0zE).

Pisass anter packege weight. At lesst ons fisld must be greater than d.

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.
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-Dimensions G};

Length

0 ©

Entar the peCiags

Inches {decimals allowed).
Pieass anter packege dimensions. At lsast twio dimenslons must be grester than 0.

Height Thicknsss
in a O] in | Select thicknesg]) «
=ngth In Entar the pecikags height In

Inches {decimals allawead).

“Dimansions @;

Lengtn

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).

&

Halght Thicknsss
in 4 in ‘ Less than 1/4" ' ‘

Enter the peckags sngth In
Incnes (decimals alowsd).

Length Is the dimsenskon parallsl o the address &5 read. Mindmum dimensions ectepted: 8% x 4"

Make surs you

This mail is rigid, non-rectangular, non-uniformily thick, wrapped in plastic, o ifzmss

Selact thickness

Enter the peckags Reight In
Incnes (decimals allowsd).

Less than 1/4"

rletter or flat is the appropriate size: View Sample Label Between 144" and 374"

Graater than 374

Ddaspcs.@

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

Vi.
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E This rnﬂil(%rigid, non-rectangular, non-uniformily thick:, wrapped in plastic, or incledes closures such as
clasps.

MNona -

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

Poly-bagged or poly-wrapped

Wrapped in plastic material or material other than paper

Clasps, strings, buttons or similar closure device are prasant

Contains something rigid, such as pens, keys or coing that causes the thickness to be uneven

Iz a seff-mailer that is not prepared according to DM 204 314

H I abooklet that is not prepared according to DMM 201 316 SITES

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

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

Mona -

It multipla apply, pleess salact one. Cihenwise, chooss Mone.

’ Save & Get Rates

7) Select Service Type
a) Services: based off the Package Type (USPS Flat Rate, Custom Packaging, 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
affects the price for large packages. To learn more about this, select Learn More.
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Step 5: Services

Shape, weaight, and size affect the price for large packages. Learn Mora

*Belect your USPS Flat Rate Packaging ()

Filtar by | an e Sortby. price | Delivery Time

. Priority Mail® Flat Rate

- 2-Day Delivery | £8.68
—y Envelope Nov 29, 2024 ]
= 042" x 91
Priority Mail® Small Flat Rate 5 po Deiivery | $8.68
I E,““?'gf’e Nov 29, 2024 se0
x

o Priority Mail® Window Flat Rate 5 p Delivery
Envelope S !
=== B'xA0" 12-1/2" 1 9-1/2"

Nov 29, 2024 =0

i. Ifyou 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.
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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 exceeds the limits for

USPS First-Class Mail

Learn more about parcel size _weight,_sand fee standards

*Select a Service Type:

USPS Ground Advantage® Cubic

USPS Ground Advantage®

Priority Mail® Cubic

Priority Mail®

Priority Mail Express®

Sort by: Price | Delivery Time

3-Day Delivery | Sep 27, 2025 $7.73
3-Day Delivery | Sep 27, 2025 $10.66
3-Day Delivery | Sep 27, 2025 $10.68
3-Day Delivery | Sep 27, 2025 $17.34
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

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

Services

*Select your USPS Flat Rate Packaging ()

Filter by

All e

F

Enveiops

Box

Poly Beg

Priceity Ball

Pricity Ball Express

USPS Connect

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

IE'C?'I't by price | Delivery Time I
2-Day Delivery | LRG58
Nov 29, 2024 e
2-Day Delivery | £8.68
Nov 29, 2024 s
le
2-Day Dalivary |

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 ()

Filter by

USRS Connect A

Sort by. Price | Delivery Tima

USPS Connect® Local Mail
Choose Your Chwn Box
(Choose your own box)

USPS Connect® Local Small
Flat Rate Bag
9" 2"

F Y
Same-Day or Naxt- £2.95
Laay
Same-Day or Next- £4.15
Day
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d) IfaUSPS 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).

Step 5: Services

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

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

USPS Connect® Local Small Flat
Rate Bag
9" x 12

Same-Day or Next-
Day

3415

Change Service Type

Q Your Drop-Off Location

DDLU CHICAGO POST OFFICE
433 W HARRISOM ST
CHICAGD, IL 80699

Extra Services

[J Asditionel insurenzs (@)
[ signsturs ssrvices (@)
O crests & return isbst (D)

Hids Postage on Label (§)

Faa Varlss

Fea Varles

Cnarged upon use

Freg

Your Drop-Off Location Details

DDU: CHICAGO POST OFFICE
433 W HARRISOMN ST
CHICAGO, IL 60E33

Total Distance: 0.72 Miles away

Drop-off Hours
Available
Mon-Fri Sat Sun

Clased Clossd Chosed

Lot Parking

For Same-ciay Selary, you'l need to drogp all your packages off befon & a.m. lecal time of your

selacted Ship date Fackages dropped off Mier may b delvered e fod day.

Ghorfew  Wimctis
Mount|Frod o
™ / EvANGIN
[0 Shokia
= -
o
“Exthurst b
Oak Fark
N | : QP
ok :
By
Jonmers Growtr [
171
Dk Lawm
L \
L=
0

Cualiined Cit

8) Select Extra Service(s)

a) Oncethe 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.
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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) Refertothe 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

0 | 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) Ifallthe 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
orinthe 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

R ]
$100 insurance included Free
USPS Tracking® Free
Total $8.64

Add to Cart l 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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Label Manager Shipping History Address Book

A0l Laosls (1808) Estches (B2)

USP3 Connect®

O Ship Date  Recipient

Direct Connect

' Refresh Add All Complete to Cart >

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

Preferences

Sarvice and Package Package Details [Extra Services Total Price AN Labels -
1+ Od 11/26/2024 Johnny Parker Priority Mall® Small Fiat Rats Envelops + Add Package Detgils INsurance $5.65
300 DESIRE 5T Edit Service And Package Usas Tracking® (& Audsdta cant

CHARLOTTE, MC, 28262

I @ AUSPS® Smart Locker is avallable near the reciplent's

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.

;5] Ship to locker

Hiddsn Fostags
+ Add Extra Services

Edit Lebsi

Find Smart Locker X
———
[mcesnesr Q|
oy . 22 0o

- [—— ) [ ‘
i

20mies v Search

=

Enter recipient smail address for pickup notification.
“Aesgiem il [equed)

.57 miles away
NORTHEAST
1820 HARRIS HOUSTON AD

CHARLOTTE, HC 28282

Opennow |  Closes 11:50PM v

¥ Poztomeen

3.0¢ miles awsy
WT HARRIS
3515 DAVID COXAD

CHARLOTTE, i 28289

Open now

| Closes TS0 EM v

notification.

# Postomsan

=

s 0
LI
]

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

Street Address

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

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

20 miss e Search

Enter recipient email address for pickup notification.
“Racipient email {required)

Recipiant emal required

iv. 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 how
select a date up to 7 days from today).

Step 4: Packaging

“Ship Dets [Chooss & dste up 1o 7 deys Bwey rom todey)

08/27/2025

May 2025 ~ J

S0 Mo Tu We Th Fr Sa

10Q Tor INSwrance

shipping @
| 1 Remains, more details can be found here

Parishable Goods  (T)

= Rae ‘ ‘ I have my own package or envelope

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 Dets (ChoDSS B dste UD 10 7 dEYS BWEY from todey)

0&/27/2025

Packegs valus joptional (T)

510

—
Enter & valus o 10 end Inciuding $5.000.00 for Inswrsncs

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 Dets (ChooSe B dste Up to 7 dEys awey from todey)

‘ 08/27/2025

Packege Valus joptiona (1)
‘ $ 10

Entar a walus wp 1o and Inciwding 45.000.00 Tor INswrancs

Let us know what you're shipping @)
Note: If vou are shipping Cremated Remains, more details can be found here
| am shipping Live Animals or Perishable Goods ()

“Whet typs of animeks or pershebla goods are you shipping?

Salact e

i : £ 0w sslsct.
Live day-old chicks

Adult Birds



d) Package Details: shipping Live Animals or Perishable Goods cannot be shipped in
any USPS provided Flat Rate packaging; therefore, the Custom Packaging will be
selected by default, and you will be required to enter the Package Weight and
Package Dimensions:

Packaging Details

ou've salected that you are shipping Live Animals or Perizhable Goods, which eannot ba shipped in any
USPS provided Flat Rate packaging.

“PECXEQS VWelght (nciudas packaging)

‘EI (DID:SHD D | o=

Please enter package weight. At least one field must be greater than 0.

“Peckage Dimensions ()
Lengtn wdth Haight

‘ 0 @ | in W 0 @] in W

Please enter package dimensions. At least two dimensions must be greater than 0.

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 IS not & stendarnd rectangular box of snvelops I

Girh (1)
0 D m

Plegss entar girtn. Girth must be grester 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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“Da army of the: balow characteristics apply 1o your packaging 7 {D
If muitiple apply, please salect one. Otherwiss, choosa ‘Mone

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
Fital 12560
Priority Mail Express® 1-Day Delivery | Sep 25, 2025 528.25

b) SortBy: 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) Refertothe 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) 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

“Ship Date {Chooss a date up to 7 days away from today)

i3

11/28/2024

Hovember 2024 = e

S50 Mo Tu We Th Fr Sa
:| Update from Step 3

00 for insuranca

shipping @

B TrE=
26 27 B 20 MW

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 to 7 days away from today)

11/26/2024 i3]
Packaga Valuc joptiona) (L)
§ i lpdate from Step 3

Entar a valus up to and including $5,000.00 for insurance

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.

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

1 am shipping with USPS® Flat Rate
Packaging I have my own package or envelope

b) Package Type: Custom Packaging 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).

Packaging Details
“Packaga Waight [ncludes packaging]

o @ | bs

o (@ | o= Igpdate from Step 3 I

Plegss entar pacxags walght. At leest one fleld must be grester then 0.

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

“Fackaga Dimansions @
Length ‘Width Haight

0 ®|m X 0 @fm X

Plegss enter package dimenslons. At leest two dimenshons must be graeter than 0.

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.

I Bl ™= peckaging Is not & stendard rectanguiar Do of SNVEops I

Girh (1)
0 D m

Plegss entar girtn. Girth must be grester 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 army of the balow characteristics apply 1o your packaging? (I}
i multiple apply, pleass salect one. Otherwiss, choosa 'Mone

MHone -

Mone

Gless contalnsr with more than 240z of Bguid

Metel or plastic contelnsr with mora then 1 gallon of liqusd

v. Select Save & Get Rates to proceed to the next step.
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“Da anty of the oelow characteristios apply 1o your packaging? {I}

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

Gless container with mons than 240z of iguid w

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.

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 checkbaox 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.
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Extra Services

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

5) Review Label Summary
a) Refertothe 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.

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) Refertothe 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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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) 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 Cremated Remains
a) Selectthe l 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: I vou are shipping Cremated Remains, more details can be found heare
Start from a favorite or select a packaging type

CQuick-fill with a Favorite

|:| | am shipping Live Animals or Perishable Goods. (D

|:| I am shipping Cremated Bemaing @

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

" " " Plastic Bag, Publication 139 $0.00 " " "
9-5/8"(L) x 7-3/4 6-1/4"(H; g 9-5/8"(L) x 7-3/4' 6-1/4

(BB W) x H) 14-3/4°(L) x 10-1/4"W) x 10°(H) Lx W) x (H)
$0.00 %0100 $0.00

c) Weight: enter the required Package Weight.
d) Select Save & Get Rates to proceed to the next step.
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Packaging Details

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

“\Weight includes packaging) @

0 Ibﬁ‘

0

0Z3

he: TOlEs

Package weight in ounces (-15.905
oZs).

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 your service Type

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

Learn more about parcel size_weiqht _and fee standards

“Select a Service Type:

Sort by: Price | Delivery Time

Priority Mail Express®

1-Day Delivery | Sep 26, 2025

S28.85
et

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) Refertothe 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

Estimated Delivery: 1-Day Delivery

Priority Mail Express® Custom Packaging $77.25

]
$100 insurance included Free
USPS Tracking@' 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 Manager | Shipping History | AddressBook | USPSConnect® | DirectConnect | Preferences | SCAN Forms

Hi Britta ny! l Enter a Labal o Tracking Number to View Labal Dessils v l

Account #: 41961

Start Shipping More Print & Ship Options

Ship To [ save 1o Address Book

Please provide first and last name and/or company. @ ?

l Search your Addiress Bock Q ] Import Batch of Labels Import from Marketplace
Impert multiple labels from a file Connect eCommerce

Frst Hame M Last Name Company into & batch to edit within Label marketplaces & easily import

l I D I l j l Manager labels for customer orders
= 5

I Unted States of America | v } = =

~Streat Address ApUSutaOmar Create a Batch Manage Your Preferences
Organize your labels into a batch Manage your shipping
and utilize our streamlined batch preferences to accelerate your
creation procesas. label creation and access all

S I |'zp Cone™ ] shipping features

| | [ peere

[0 Send natifications [0 Hold for Pickup at Post Office™

RSfersncs NUMDer / MOte 1 [INIS Wil NS 6N TS 1808 RSISENcES UMD / Nota 2 BNIS will BNt o NS S08()

| I l

Max Character Limit 30

Max Character Limit 30

Create This Label

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

All Labels {2}

Mew Label

/  Shipping History

[ Address Book [/ USP3 Connect® /

Eatchas {1}

Use Address Book

by dafe and Hime cragiad. Each new labsl will appear at the top of the table.

Mew Batch

File Upload

L] e

Merketplace Impert

Direct Connect [

Preferences

* Refresh Add All Complete to Gart >

Service and Package Package Details Exira Services Total Price All Labels v
otten USPS Ground Advantege™ Cubic Chooss Your Own 18 02 Insurancs $6.07
Bax VEls: $5 USPS Tracking®

RiAM ST

L3

. IL, B0€03- Edit Service And PACckage
Details

Edit PECKEgS

Sander amall is
Fequirad.

+A0d Extra
Services

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) Refertothe 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

notifi

cations checkbox.

Email

john.doe@Egrmail com

Phone / SMS Text Message
(704) 7BO-2387

|:| Send me tracking notificetions

c) Once the Send me tracking notifications checkboxis selected, a Tracking
Notifications for Sender modal will be displayed.

Enter the desired email in 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.
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Tracking Notifications for Sender

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

Email Fhone

]

Enter a U.S. phone number {E}

Phione |s requirad

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

Email Text

All Below Updstes

Expact Delvery Updates

(i) Dy of Delivery Updates
1l

Peckags Dsvery

AwvsBebls for Plck Up

Dislivary Expactetion Updstes

Packags In Transit Updatss

3) Enterthe 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. Toberedirected 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 Hame M Last Nama
First rlame = reguirsd Last rlams (= reguirsd
Cempany
Company t= requirsd
Recipient Address
Pleaze provide a valid address. Reguined fields are marked with an asterisk (7
“Courtry

Camsds W
“Modrass 1 Address 2
Address 1 15 requirsd
Addrass 3
“City Pronince: “Postal Coda™

o | | D

C 1':.' = reguirad Fostal Cods = reguirsd
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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: each reference 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 ‘

Om ‘

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 labelis 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 people
via salf-sarvice pickup at free, sacure Smart Lockars 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 let you ship to people
via salf-sarvice pickup at free, sacure Smart Lockears 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) 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.

b) If your package DOES contain anything potentially hazardous, select ‘Yes, this
parcel contains potentially hazardous materials (HAZMAT)’.
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Step 2: Hazardous Materials

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

Notice: by clicking NO, you are confirming that your package does not contain any Hazardous
Materials or Dangerous Goods. Shipping improperly prepared, undeclared, or prohibited
HAZMAT can result in civil and criminal penalties under federal law. Learn More

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.

If you 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

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 @)

“Content Typa

Merchandize

Gifts

Merchandisa

Reaturned Goods
Commercial Sample
Humanitarian Donation

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

Other

b) 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).

64



Required: At least one item is required for customs prior to selecting service and package type
for this destination.

Misx: 30

Description HS Tariff Origin Cruantity Weight Value

No itams addad

[ o |

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. Itis used to classify products upon export and to
calculate applicable taxes and duties.

i. Ifyou do not have an HS Tariff Code for the item, select no.

Add Item

* indicates mouined fiald
Do you have an HS Tariff Code for this item?

HS code is short for Harmenized Commodity Description and Coding systam. It refers to the
single, universal and global classification system for most traded goods and products. |t is usad to
clazsify products upon export and to calculate applicable taxes and duties.

) wes
Q neo

i. Ifyoudohave an HS Tariff Code for the item, select Yes and enter the code
in the required text field.
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Do you have an HS Tariff Code for this item®

HS code iz short for Harmonized Commodity Description and Coding systam. 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.

Q ves

) e

“HE Tariff Coda

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

“ttam Deszriztion “Quantity “Tenal harn(=) Waight
o[- [ of=|[ ofe=

T o

e) Item Value: enter the total item(s) value.

M 20
“Total ltamis) Value

f) Country of Origin: select the items country of origin.
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“Counsry of Ongin

United States of Amarca i

Unitad States of America

(O~
Afghanistan
AlLEnia —
Ol
Algaria
Andorra

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

“Ealact a catmgory

Arts & Collactibles 4

“Edect a sub-category

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

Art Paint & Brushss

Art Prints

h) Other Optional Information: enter the item UPC Code, Brand, and Product ID if
desired. Once finished, select Add Item to save your information.
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UPC Code e Brand

[zam Distais Producs ID

Mote: International weight limits vary. Not all sarvices may be available. Sea weight limits based on
country

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

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

11426/2024 i

Hovember 2024 - ,,J_,

Su Mo Tu We Th Fr Sa
] Update from Step 3

with customs Information

shipping (@
Ezs T L

1 -

Clear Today

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.
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Step 4: Packaging

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

11/26/2024 i3]
Packaga Valuc joptiona) (L)
§ i lpdate from Step 3

Entar a valus up to and including $5,000.00 for insurance

c) Package Type: select a USPS package type from the two options available (Flat
Rate Packaging or Choose Your Own Packaging).
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 favorite or sslect a padkaging type

Quick-fill with a Favorite -

Tastmg - Priorty Mell Express® Lags! Fist Rate Envelops -
Value: 5345

Paoly Bag - USPS Ground Advantage™ Choose Your Own Box 47 (L) X E" (W X 7 (H)

Waight: 525k, Valus: £200

Poly Bag 2 - Prionty ksl Express® Choose Your Own Box 77 (L) 077 (i) X 47 (H)

‘Waight: 3.19ks, Valus: $500 =
14 k

ACFElg TrRIg L T T DTS Pelc Tl gy

d) USPS® Flat Rate Packaging: If | am shipping with USPS® Flat Rate Packaging is
selected, you will be directed to the next step (Step 4: Services).
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Let us know what you're shipping ()

Start from a favorite or select a padkaging typs

Quick-fill with a Favorita -

1 am shipping with USPS® Fiat Rats
PeCkEQINg

| hEvs My own DECKEgIng

e) Choose Your Own Packaging: If | have my own packaging or envelope is
selected, you will be required to enter the following Package Details:

Let us know what you're shipping ()

Start from a favorte or select a padkaging type

Quick-fill with a Favorita -

1 am shipping with USPS® Fiat Rats
PeCkEQING

| hEvs My own DEcKEging

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).

Packaging Details
“Packapge Waight [ncludes paclaging])
o M| s

Plegss entar pacxags walght. At lsgst one fleld must be grester thaen d.

o @® | oz= |||Update from Step 3|

ii. Package Dimensions: manually enter the package dimensions. Note, if
HAZMAT was selected, only Choose your Packaging will be available.
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“Fackaga Dimansions @
Length ‘Width Haight

0 ®|m X 0 @fm X

Plegss enter package dimenslons. At leest two dimenshons must be graeter than 0.

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.

I Bl ™= peckaging Is not & stendard rectanguiar Do of SNVEops I

Girh (1)
0 D m

Plegss entar girtn. Girth must be grester 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 army of the balow characteristics apply 1o your packaging? (I}
i multiple apply, pleass salect one. Otherwiss, choosa 'Mone

MHone -

Mone

Gless contalnsr with more than 240z of Bguid

Metel or plastic contelnsr with mora 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 &)

Filter by | w Sortby: price | Delivery Time

3 Fadoed Fial Rale Civelope B0 30 N
== Azt e

Priority Mail International®
Small Flat Rate Envelope £30.90
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

= $45.15

-~ Rate Envelope

6" x 10"

8) Select Extra Service(s)
a) Ifyou areinterested 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.

73



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 arecipient by selecting Yes.
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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. IfYesisselected, 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 Postal Service
or any delivery company must display an AES Exemption. View more
information at the US Census Bursay.

Thiz shipment requires an export licensa (Most LS. commercial exports do not require
a licens=)

Generate an Internal Transaction Mumber {ITN) or AES Downtown Citation from
the U5, Census Bureau or call 1-800-549-0525

Generate AES/ITN »

L |

e) EnteraSender’s Customer Reference Number (optional).

Eander's Custom Raference Mumbar

f) Ifyou are a Commercial Sender, select the checkbox and enter the License
Number, Certificate Number, and Invoice Number (optional).
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I | am & commencial sendsr | have Ucanss, Cartificats, and/or Imiolce Mumbar) I

Commercial Senders Only
Ligansa Mumnber {D

Cestificata Mumber (1)

kwoics Numbar ()

10) Review Label Summary
a) Refertothe 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.

Label Summary

Priority Mail Express 572.80
International® Flat Rate

Envelope

Insurance $20.15

11) 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) Ifallthe required information is correct and you would like to save your label to your

Label Manager, select Save.
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=

(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) Refertothe 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).

Step 4: Packaging

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

&t

11s26/2024

Hovember 2024 = ,,.L_.

Su Mo Tu We Th Fr Sa
Update from Step 3

0¥ for insurance

shipping @

| tre=
26 7 B 20 3

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).
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“Package Value @

$ 100 Igpdate from Step_SI

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

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).

] !am shipping as Free Matter for the Blind @

1 am shipping with USPS® Flat Rate

Packaging ‘ ‘ I have my own package or envelope

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).

Packaging Details

Please ship with a standard rectangular box or envelope.

“Package Weight (includes packaging)

‘0 Ibs ‘D Dzsl

| Update from Step 3|

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.
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i. 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

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

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

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

le— Box
5-3/8" x B8-5/8" x 1-5/8"

4) Select Extra Service(s)

a) Ifyou areinterested 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.

Step 4: Services

Priority Mail International® Free
e Matter for the Blind Small Flat Rate
le - 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.

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
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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) Refertothe 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 onthe 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 (7)
Mote: I vou are shipping Cremated Remains, more details can be found here
Start from a favorite or select a packaging type

Cuick-fill with a Favaorte

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

|:| I am shipping Cremated Remains 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

- -
- e

i \\
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
Sotof1 Bubble Cushioning, Self-Sealing 14-3/4"(L) x 10-1/4"(W) x 10"(H) Setof
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:
d) Select Save & Get Rates to proceed to the next step.
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Packaging Details

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

“Weight {includes packaging) @

0 oz= Update from Step 3

a Ibf5|

b= TOlbs

Package weight in ounces (0-15.9085

OZs).

‘ 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 yvour 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® 512340

Change Service Type

Extra Services

[ Additional Insurance ()

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

*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) Fea Varies

5) Finalize Single Label Flow Creation Process
a) Refertothe 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.

Lebel Menager [ Shipping History / AddressBook / USPSConnect® / DirectGonnect [ Prefersnces [  SGAN Forms
Hi Britta ny! l Enter a Label or Tracking Mumber to View Label Detsils ) l
Account #: 41961
Start Shipping More Print & Ship Options
Ship To [] Save to Address Book
Plesse provide first and last name and/or company. @ T
Search your Address Book Q | Import Batch of Labels Import from Marketplace
Import multiple labels from a file Connect eCommerce
FIrst Neme Lest Hame Compeny into a batch to edit within Label marketplaces & easily import

Inl |

|

Manager

labels for customer orders

Courtey
- —-—
l United States of America | v l = e

Create a Batch

Manage Your Preferences

“Strest Address Apt/Sute/Other
Organize your labels into a batch Manage your shipping

l l I l and utilize our streamlined batch preferences to accelerate your
crestion process. label creation and access all

“city “Stats TP Code™ l shipping features

| =]

[0 send netifications [ Hoid for Pickup at Post Office™

FRafarance Mumoer / NOte 1 (NIS will prnt on he (EDsl)  Reference Numzer /- Hote 2 ENIS will pnt on e Izbel)

|

|

Max Character Limit: 30 Max Character Limit: 20

Create This Label

b) Option 2: Click on New Label located on the Label Manager page.
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Lapel Manager / Shipping History / Aodress Book [/ USPS Connect® | DirectConnect [ Preferences

All Labels {2} Eatchas {1}
New Label Use Address Book * Refresh Add All Complete to Gart >

& new Label

by date and Hme created. Each new iabsl witl appear at ihe top of the table.
2+  New Gatoh Service and Package Package Details Extra Services Total Price All Labels A
T File Uploaa

otten USPS Ground Advantege™ Cubic Chooss Your Own 18 02 Insurancs $6.07

Box VElue: $5 &
RMAM 5T USPS Tracking
Marketplace Impert i i i Sendar amall is i
E' P! P! . IL, B0€03- Edit Service And PACckage Edit I.?ackage + Add Extra e ' Edit
Detsils Services

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 Label quick flow Ior experienced users. b

Create a Label Ceancel
Step 1: Recipient Details Sender Details

You can manage your return addresses in
Preferences.

Search your Address Book Q

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

1. Shipping Information 2. Content & Packaging Information
Ship Date Contents
’ 04/26/2025 ] I l Add Item
Ship From Manage Return Addresses  [] Tnis package contains hazsrdous meterial. (2}
Jane Doe . .
1000 COMMERCE £T DALLAS TX, 75202 ¥ | Packaging Updste from items
[0 sruo From oettersnt ZiF [ uss & ons-time raturn “Packaging Tyee Packags Valus {zptinna)
Code™ a0aress USPS Fiat Rets - l [ 3|0 ]
Ship To [ savs to Adarsss Soox
“Packags Waight
Search your Address Gook Q l o ‘ Ibs I l o | ors I
MigoC TODE
First Ham= M Last Name

“Nonstandard and Spacial Handling Optians ()

| g

l

|

3. Shipping Options

Provids StipEIng snd Package infarmatian & click Get
FRates to see Shipping Options

Label Summary

Mo Shipping Services seiscted

Total $0.00

Add to Cart

l Save to Label Manager

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).

1. Shipping Information 3. Shipping Options
Ship Date Provide Shipping and Package Information & click Get Rates fo
s2e Shipping Options
04/28/2025 & ‘
Label Summary
April 2025 = Je o )
! Manage Beturn Addresses No Shipping Services selacted
Su Mo Tu We Th Fr Sa
202 Total $0.00

| D Use a one-time return address

EZQ 30 01 2 3 [ save to Address Book

Acld to Cart

Q ‘ ‘ Save to Label Manager
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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 3. Shipping Options
Ship Date Provide Shipping and Package Information & click Get Rates fo
see Shipping Options
04/28/2025 & ‘
Label Summary
Ship From Manage Return Addresses No Shipping Services selected

DC Test
1000 Superman 5t Washington DS, 20005

Total $0.00

DC Test
1000 Superman St Washington DG, 20005

DC Test Add to Cart
1000 Superman St Washington DC, 20005

DC Test ‘ Save to Label Manager
1000 Superman St Weshington DG, 20005

DC Test
1000 Superman St Washington DC, 20005

DC Test
1000 Supsrman St Washington DG, 20005
DC Test
1000 Superman 5t Washington DC. 20005

c) Toutilize a one-time return address, select the Use a one-time return address
checkbox.
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1. Shipping Information

Ship Date

| 04/28/2025 &

Ship From Manage Return Addresses
DC Test

1000 Suparman St Washington DC, 20005

3. Shipping Options

FProvide Shipping and Package [nformation & click Get Rates o
see Shipping Options

Label Summary

No Shipping Senvices selected

[] ship From Differant ZIP
Code™

Ship To

[] use a one-time return address

] save to Address Beok

| Search your Address Book

a |

Total $0.00

Add to Cart

| Save to Label Manager

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.

New Return Address

Search your Address Book Q

ii. Sender Information: enter the sender information in the required™* text
fields.
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New Return Address

Search your Address Book Q ‘

*Sender Information

Please provide first and last name and/or company.

First Mame 4l Last Name
Enter your first neme (meax 50 characters). Enter your last name (max 50 characters).
First Mame is required Last Mame iz required
Company
Enter your companmy name (mex 50 characters).
Company is required
Phone {optional) “Email
Enter a U.5. phone number fD
Enter = velid email address.

Emnail iz 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 Apt’Suite

| o] | |

Enter your street address.
Streat Address iz required

“City “State *ZIP Coda™

‘ 0] ‘ ‘ AL - Alabama w | O] ‘
Enter your city (mex 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 street address.
Streat Address is required

“City ~State “ZIP Coda™

0] ‘ ‘ AL - Alabama W ‘ 0]
Enter your city (mex 50 characters). Enter your 5- or B-digit ZIP Code™.
City is requiraed ZIF Code is required
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e) Ifyou 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 3. Shipping Options
Ship Date FProvide Shipping and Package Information & click Get Rates to
see Shipping Options
| 04/28/2025 [ |
Label Summary
Ship From Manage Return Addresses No Shipping Services sefected
DC Test .
1000 Superman St Washington DC, 20005 Total $0.00
n Ship From Different ZIP D Use a one-time return address
Coda™
Alternate Ship From ZIP Gode™ 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. Toberedirected to your Address Book, select the Manage Address Book

hyperlink.
. Add to Cart
Ship To [1 save to Address Book
Search your Address Book Q | Save to Label Manager
Manage Address Book
0] 0]
N
First Mame is required Last Name is required
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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 labelis either saved to your Label Manager or added to the Label Cart.

. Add to Cart
Ship To I [] Save to Address Book I
Search your Addrass Book Q | | Save to Label Manager
First Namea il Lest Name

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
allowed).
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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“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

f) To optfor Recipient Tracking Notifications, select the Send Notifications
checkbox.



(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)

Max Character Limit: 30

Max Character Limit: 30

g) Once the checkbox is selected, a Tracking Notifications for Recipient modal will

be displayed.

i. Enterthe desired email in the Email text field or the phone numberin 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.

Tracking Notifications for Recipient

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

Email

Phone Mumber

hame@example.com O ‘

Entar a U.S. phone number (D

Email is required

Phone is required

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

Email Text
All Balow Updates

Expect Delivery Updatas

(< [ < |

Day of Delivery Updates
Package Delivery

Available for Pick Up

Delivery Expectation Updates

Package in Transit Updates

|HHHHHH
(< [ <|

< <]
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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 E} 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 nhumber
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.

Seander Email Recipient Email

Sender Email is required Recipient Email is required

Sender Phone £ SMS Texd Message Recipient Phone / SMS Text Message

Sender Phone / SMS Text Massage is required Recipient Phone / SM3 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: each reference number/ note will be printed on the label and have a
maximum character limit of 30 characters each.

“Stsls “ZIP Coda™

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

Faferancs Mumbsr / Hote 1 Wl show  Refersnos Mumiosr S Mote 2 W show

on 3= on 3=

Max Character Limit 30 Max Character 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 £235.00
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  Hem Weight Value
Uzed Locks (1) 531 lbs 23500 Edit
Bemove
1 item 5.3 lbs $235.00
Add Item

|:| Thiz package containg hazardous material. E}

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 Custom Packaging type will be preselected by default.

H This package contains hazardous material. E}

“What type of malable HAZMAT are you mailing?

Select HAZMAT typea -

Asrosolzs, spray disinfectants, spray paint, hairspray, propans,
butane, cleaning products, atc.

Air Eligible Corrozive Materials (certain cleaning or treafwead Killing
compounds, eic.)

Air Eligible Ethanal {authorized fragrance and hand sanitizer
shipments)

3) Select Package Type
a) Packaging Type: select a USPS package type from the three options available (Flat
Rate Packaging, Custom Packaging, or 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.
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Packeging Updste from items

“PECHEQING Typs Packsgs Valus (optional)
Salect - % H
For agditionel Insursncs
Favorites
Qe
two

LJSPS Flat Rate

| am shipping with nmy own
package

| am shipping a letter or
large emvalopa

b) USPSP® Flat Rate Packaging (Default): If USPS® Flat Rate is selected, you will be
directed to the next step where you will be required to enter the Weight.
i Note: Flat Rate Packaging does not support HAZMAT materials. If HAZMAT
was selected, please select Custom Packaging as your package type.

Packaging |Updste from items

“Pec¥agIing Tyos Packags Valus jootlonel)

‘ USPS Flat Rate - £ H ‘
For aoditionel Insurancs

“Weight {D

‘ ] 0| s 0 O | o=

Please enter weight. At least one field must be greater

than O

Get Rates

c) Custom Packaging: If | am shipping with my own packaging is selected, you will
be directed to the next step where you will be required to enter the Package Weight
and Package Dimensions:
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Packaging Updsate from items
“Peckaging Type Packags Value joptional)

For agditionel Insurancs

‘ | am shipping with my o... =

weignt (7)
‘c- @ | b= 0 @ | oz= ‘

Please anter weaight. At legst one fiedd must be greater
than O

Dimiensions raquirsd for CLEstom packaging] @
Length Vidtn Height

‘G-(Din o | in o @ | in

Please enter package dimensions. At least two
dimengicns must be greatar than 0.

Packaging LUpdsate from items

“Peckaging Type Packsgs Value [optlonal}

For additionel Insursncs

‘ | am =hipping a letteror... -

'W‘Blght@
‘c- @ | Ibs y @ | oz= |

Please antar waight. At least one fiedd must be greater
than 0

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" x 4".

Letter or Large Envelope Packaging: If | am shipping a letter or large 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.
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“omensians (7):

Langtn Hsignt Thickness
0 0] in i] 0] in ‘ Select thicknesgT)

ENtar ths pECKEZS =gt In Entar ihs pECKags neght In

Incnes (decimals allowed). Incnes (decimals allowed).

Pisass antsr packegs dmensions. At lsest two dimensions must be greatsr than .

ii. Letter or Envelope Height: manually enter the letter or envelope
height. Note, the maximum size for lettersis 11-1/2"x6-1/8"x 1/4"
thick and the maximum size for large envelopes is 15" x 12" x 3/4"

thick.
“Dimansions (T ):
Langtn Height Thickness
] | in [u} (O] in ‘ Select thicknesg])
ENtar s peckags lsngtn In Entar the pECKEgs neight In
INCNEs {gecimals allowed). Inches (ecimals allowed).

Pi=ace enter packege dimensions. At lsast twa dimensions must ba greater than 0.

iii. 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).

-omensicns (7):
Length Halght Thickness

B in 4 in Less than 1/4" w
Entar s DECXAZS =ngth In Enter the pECHaZS NSigt In
Incnes (decimals allowed). Incnss (decimals allowed).
Length Is the dimension paralisl to the Sidress 85 read. Minimum dimsnsions scosgtea; &-x p- | L2855 than 1/4°
Make sura your letter or flat is the appropriata size: View Sample Label Between 1/4" and 3/4"

Greater than /4

ir

n This mail is rigid, non-rectangular, non-uniformiy thick, wrapped in plastic, of
clasps. (D
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iv. 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.

Make sure your letter or flat iz the appropriate size:
Viewr Sample Labeal

“onstandard and Spscial Handling Options (7)

Mone -

Letter iz too rigid {doss not bend easily whan
subjected to a transport belt tension of 40 pounds
arcund an 11-inch diamater turn)

Poly-bagged or poly-wrapped

Wrapped in plastic material or material other than
paper

Clazps, strings, buttons or similar closure davics are
present

Containg someathing rigid, such as pens, kays or
coins that causas the thickness to be unevan

|2 a salf-mailer that is not preparad according to
DM 201,314

|= a booklet that is not prepared according to DMIM
201316

e) 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).

Packeging Updste from items

‘PeckBEging Type Packsgs valus jootional)

$|o

For agditionel Insursncs

| am shipping with nmy o... =

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.
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h)

v The package is not a standard rectangular box or
ervalope

artn ()

0 in

Girth must be greatsr them 0

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 Speclal Handling Optlons

MNone

More
Glass container with more than 24oz of liquid

hetal or plastic container with more than 1 gallon of
liquid

Insacurely wrapped

Can, Rell, or Tuba

Wooden or Metal box

Select Get Rates to proceed to the next step.

“Monstandard and Special Handling Optiens (7)

Mone -
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Shipping Options
1) Select Service Type
a) Services: based off the Package Type (USPS Flat Rate, Custom Packaging, or 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 More

Sort by: Price | Delivery Time

USPS Ground Advantage® 24.45
E i —

3-Day Delivery

Sap 28, 2025

Priority Mail® 510.28

3 Day Delivery

b) Ifyou 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

Shepe, weight, and size affsct the prics for large packeges
and mall. Learn hMors

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 Advantaged® 56.08
Cubic

2-Day Delivery

Sop 26, 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 Advantages 5445
S —

3-Day Delivery

Sep 28, 2026

d) Ifyouraddressis 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 CGonnect® Local =530

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) IfaUSPS 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.

an

Concord
= I

¢l

al
0 -

=

Gaslania
a 24

Charlotte e
L8]

a

a

74

601

d

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

i@ 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.

112



Find Smart Locker X

Street Address

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

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

20 miss e Search

Enter recipient email address for pickup notification.
“Racipient email {required)

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) Toadd an extra service from the Label Summary, 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. Some extra services are not eligible for certain service
and package type combinations.

USPS Ground Advantage® $10.30
Cubic Custom Packaging
3100 insurance included Free
USPS Tracking® Free
[ Additional Insurance (1) Fee varies
] signature Services (7) Fee Varies
] Create a Retwmn Label Q) Charged upon
use
] Label Dalivery () $1.55
|:| Hide Postage on Label E}

Total $10.30

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 all the required information is correct and you would like to save your label to your

Label Manager, select Save to Label Manager.
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.

Add to Cart

‘ Save to Label Manager ‘
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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) Refertothe 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).

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.

116



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) Selectthel 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)

c)

Packaging Updats from items

Youve selected that yvou are shipping Live Animals or Perishable
Goods, which cannot be shipped in any USPS provided Flat

Packaging Type: shipping Live Animals or Perishable Goods cannot be shipped in
any USPS provided Flat Rate packaging, there Custom Packaging will be selected
by default.
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).

Rate packaging.
“Packaging Typs PaCKags Velus [cotona]
Custom Packaging - 5 0

Packaging Update from items

Youve selectad that wou are shipping Live Animals or Pershable
Zoods, which cannot be shipped in any USPS provided Flat

Rate packaging.

“Packaging Type Peckags VElS joptions]
Custom Packaging - ] 0

“Packags \Waight

‘ 0 @ | Ibs | i O | ozs |

Pleaze anter waight. At lzast one field must be greater than 0

Packags Dimensions {requirsd for custom packeging) E}

o0 | in ‘ o O in o @] in

Pleaze enter package dimensions. Af least two dimensions must

be greater than 0.

Package Details: The Package Weight and Package Dimensions are required for
custom packaging:
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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.

The pECKEZINg IS mot & steEndard rectangular box of snveops

Girh (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.

Bl The package i= not a standard rectangular box or envelopa

arth ()

0

in

Girth must be grestar than ©

“Nonstandsrd and Specisl Handing Options  {T)

Mone

Mone

Glass container with more than 240z of liguid

Metal or plastic container with more than 1 gallon of liquid

Metal-banded Ean::el

f) Select Get Rates to proceed to the next step.
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Package Dimensions (required for custom packaging) @

-
=

mn
=

i 5 in

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

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.

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.

Leam Maore
Sortby: Price | Delivery Time
USPS Ground Advantage® S4.45
Pt E25a0
3-Deay Dedivery

Sep 20, 2028
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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 sffect the price for large packages and mail.

Leamn More
Sort by:| Price | Delivery Time
USPS Ground Advantage® 445
e ]
F-Deay Dedivery
Sep 28, 2025
Priority Mail& 510.28
et g s
3-Day Defivery

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.

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
Custom Packaging

Live Animal

Transportation Fes

Live Animal and
Perishahbl= Handling Fes=

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.
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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.

Note: Enter a Package Value of more than $500 to sea
Additional Insuranca services

[] signature Services (1) Fee Variss
[] Label Delivery (D) $1.55

[] Hide Postage on Labal (T)

Total 511.99

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) Ifallthe 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

Add to CGart
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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) Refertothe 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).

2. Content & Packaging Information
Contents
@) Required: At least one item is required for

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

Add ltem

[J This package contains hazardous material. @

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

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 ltem

B This package contains hazardous material. @

“What typs of malleble HAZMAT ars you maling?

Sadect HAZMAT type -

It ot listed, It MEy not be mallabie. Learn mars sbout USPS shipping
rastrictions

[ 1am shipping Live Animals or Perishable Goods. @

[] Cremated Remains Shipping @

New: Cremated Remains Priorty Mall Express packsging s required Tor all
Cremated Remalns shipments

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.

2. Content & Packaging Information

Contents

Add Hem ‘

|:| This package contains . @

I:l am shipping Live Animals or Perishable @
Goods.

B cremated Remains Shipping () |

New: Cremsated Bemains Priorty Mail Express packaging is
required for all Gremated Remains shipments

4) Select Packaging
a) Packaging Type: shipping Cremated Remains cannot be shipped in any USPS
provided Flat Rate packaging, therefore, Custom Packaging will be selected by
default, and the button will be greyed out.
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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).

B cremated Remains Shipping ()

Hewr: Cremated Bemains Priority Mail Express packsging is
required for all Cremated Remains shipments

Packaging Lpdate from items

“Packaging Type Package Value (opticnal)

| am shipping with my o._. = - 0

For additional insurance

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

Packaging Update from items

“Packaging Type Package Value (optional)

| am shipping with my o... -

] 0 |

For additional insurance

“Waight @

‘ 0 @ | Ibs 0 O | oz |
Pleaze enter waight. At least cne field must be greater
than 0

Dimensions {required for custom packaging) @

Length Widih Heigit
0 in 1] in ‘ 0 in
At lasst two dimensions must os greater tham O

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.
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'I'r'-a peckaging Is not & stendsard rectangular box of snvslops
Girth (1)
o M| m

Plagss antar girth. Sirth must be greatsr than 0.

e) Nonstandard and Special Handling Options: 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 Special Handling Options ( §

Mone -

Mone
Glass container with more than 240z of liguid

Metal or plastic container with mora than 1 gallon of
liguid

Insecurely wrapped
Can, Roll, or Tube

Woodean or Metal box

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

“Manstandard and Special Handling Options (D

‘ Mone -
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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
ard mai. Learmn Maore

Sort by: Price | Delivery Time

Pricrity Mail Express@ 530.90
S

2-Day Delivery

Sep 248, 2025

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.
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Mote: Enter a Package Value of more than $500 to sea
Additional Insurance services

O signature Services (7) Fae Varies
[] Create a Retum Label (7) Charged upon

use
[ Label Delivery (i) $1.55
[ Hide Fostage on Label (7) Free

8) Add Label to Cart or Save Label to Label Manager
If all the required information is correct and you would like to add the label(s) to the

a)

b)

Label Cart and proceed to payment, select Add to Cart.

If all the required information is correct and you would like to save your label to your
Label Manager, select Save to Label Manager.

Save to Label Manager

Add to CGart
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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.

Label Manager |  Shipping History | AddressBook | USPSConnect® | DirectConnect | Preferences |  SGAN Forms

Hi Brittany! | Enter & Label or Tracking Murmber 1o View Label Datails i} |

Account #: 41961

Start Shipping More Print & Ship Options

Ship To O save 1o Address Book

Please provide first and last name and/or company. ﬁ Jr

| Search your Address Book Q | Import Batch of Labels Import from Marketplace
Import multiple labels from a file Connect eCommerce

First Hiame n Last Hams Compary into a batch to edit within Label marketplaces & easily import

I ‘ Ij | ] [ I Manager labels for customer orders

' -

-

| United States of America ‘ v I = =

[ — e — Create a Batch Manage Your Preferences
Organize your labels into a batch Manage your shipping
and utilize our streamlined batch preferences to accelerate your
creation process. label creation and access all

Cay “State P Coos™ y“wm mm

l | [omeee | |

O Send notifications [0 Hold for Pickup at Post Office™

Pafarance Numode / Hote 1 BNS will DFAt on e 6065 Referencs Humoer / Hote 2 (ENIS will prnt on the o))

|  — '

Create This Label

b) Option 2: Click on New Label located on the Label Manager page.
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Lapel Manager / Shipping History / Aodress Book [/ USPS Connect® | DirectConnect [ Preferences

All Labels {2} Eatchas {1}
New Label Use Address Book * Refresh Add All Complete to Gart >
& new Label
by date and Hme created. Each new iabsl witl appear at ihe top of the table.
2+  New Gatoh Service and Package Package Details Extra Services Total Price All Labels A
T File Uploaa
otten USPS Ground Advantege™ Cubic Chooss Your Own 18 02 Insurancs $6.07
Box VElue: $5 &
RMAM 5T USPS Tracking
Marketplace Impert i i i Sendar amall is i
B P P I, 80803~ Edit Service And Package Edit I.?EcKEge + Add Extra . ; Edit w
Details

Services

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 Label quick flow Ior experienced users. b

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. 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
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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I {D You're trying Create a Label quick flow: Go back to the classic viow or

make this your default. You can edit vour default experience in your Prefarences.

1. Shipping Information

Ship Date Contents
l 04/2B/2025 & l l Add Item
Ship From Manage Retun Addresses [ This packags contains nazardous materal. (1)

DC Test
1000 Superman St Washington DG, 20005

d

“Fackaging Typa

2. Content & Packaging Information

Packaging Updste from items

3. Shipping Options

Provide Shipping and Package information & click Get
Rates to 566 Shipping Options

Label Summary

Mo Shipping Ssrvices seiscted

Total
Packaga Value joptional)

[ srip From Doftersnt Zip
Coda™

[ u== a ons-tima ratun

sadress USPS Fiat Reta

-

Ll |

Ship To [ savs to adaress Soox

Add to Cart

Search your Address Book

a|

l Save to Label Manager

Msoc TOEE

First Nama: Ml Last Nama

“Nonstandard and Spacial Handling Optians ()

|

|

Mons

|

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).

1. Shipping Information

Ship Date

04/28/2025 & ‘
April 2025 = Je

| Manage Return Addresses
Su Mo Tu We Th Fr Sa

3. Shipping Options

Provide Shipping and Package Information & click Get Rates to
s2e Shipping Options

Label Summary

Mo Shipping Services selactad

202

| D Use a one-time return address

[ save to Address Book

a |

Total

Acld to Cart

‘ Save to Label Manager
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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

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

1000 Superman St Washington DC, 20005

3. Shipping Options

Provide Shipping and Package [nformation & click Get Rares 1o
see Shipping Options

Label Summary

No Shipping Services selacted

DC Test
1000 Superman St Washington DC, 20005

DC Test
1000 Superman 5t Washington DC, 20005

DC Test
1000 Sup=man St Weshington DG, 20005

DC Test
1000 Superman St Washington DG, 20005

DC Test
1000 Superman St Washington DC, 20005

DC Test
1000 Superman St Washington DG, 20005

Total $0.00

Add to Cart

‘ Save to Label Manager

c) Toutilize 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.
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3)

1. Shipping Information

Ship Date

| 04/28/2025 & |

Ship From Manage Return Addresses
DC Test

1000 Superman St Washington DG, 20005

3. Shipping Options

FProvide Shipping and Package [nformation & click Get Rates o
see Shipping Options

Label Summary

No Shipping Senvices selected

[] ship From Differant ZIP [] use a one-time return address

Coda™

Ship To ] Save to Address Book

a |

Search your Address Book

Total

Add to Cart

| Save to Label Manager

d) Ifyou 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

3. Shipping Options

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

Label Summary

No Shipping Services selacted

Ship Date
04/28/2025 [
Ship From Manage Return Addresses
DC Test .
1000 Sup=rman St Washington DG, 20005

ﬂ Ship From Different ZIP D Use a one-time return address

Coda™

ARamate Ship From ZF Code™

Enter Recipient Details

Total

Add to Cart

‘ Save to Label Manager

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.
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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. Toberedirected to your Address Book, select the Manage Address Book

hyperlink.

. Add to Cart

Ship To [ save to Address Book
Search your Addrass Book Q | Save to Label Manager
Manage Address Book
1] W 0
I

First Mame is required Last Name is required

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
labelis either saved to your Label Manager or added to the Label Cart.

. Add to Cart
Ship To I [ save to Address Book I
Search your Addrass Book Q | | Save to Label Manager
First Namea il Lest Name

c¢) To manually enter the recipient’s information, enter the details in the required™* text
fields.
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Add to Cart

Ship To [ save to Address 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 AptiSuitaOthar
Streat Address is required
“Gity
City is required
“State “ZIP Code™
AL - Alabama 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 labelis added to the label cart.
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- - T

0 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

= ]

Documents

Gifts

herchandiza

Retumed Goods
Commercial Sample
Hurmanitarian Donation

Dangerous Goods (Select thiz option if wou are
shipping lithium batteries)

Other

— AT

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. Itis 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. Ifyou do 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.

139



Add ltem

“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

1]

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, Zoologicel & Historical Collector's Placas

Art Paint & Brushes

Art Prints

g) Other Optional Information: enter the item UPC Code, Brand, and Product ID if
desired. Once finished, select Add Item to save your information.

UPC Code H=rm Brand

[zam Digtais Product ID

Mote: International weight limits vary. Not all services may be available. Sea weight limits based on
country

h) 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 £235.00
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 Item Weight Value
Uzed Locks (1) 531 lbs 23500 Edit
Bemove
1 item 5.3 lbs $235.00
Add Item

|:| Thiz package containg hazardous material. E}

ii. Once selected, a HAZMAT section will be displayed. Select the HAZMAT
type from one of the options listed in the dropdown.

ﬂ Thiz package containg hazardous material. E}

“What type of malable HAZMAT ere you mailing?

Salect HAZMAT type -

I

Agrozolz, spray disinfectants, spray paint, hairspray, propana,
butane, cleaning products, atc.

Adr Eligible Corrosive Materials (certain cleaning or treefwead killing
compounds, etc.)

Adr Eligible Ethanol (authorized fragrance and hand sanitizer
shipments)

3) Select Package Type
a) Packaging Type: select a USPS package type from the two options available (Flat
Rate Packaging or Custom Packaging).
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Packaging Update from items

“Packaging Typs PaCckags VEWS [optionsl
Customn Packaging - ] 0 ‘
Favoritas
Custorn Packaging I 0Z3 ‘
IISPS Flat Rate

Packags DiImensions (rsquirsd for custom packeging) I:D

H in ‘ 0 in ‘ a

At lza=t two dimensions must be greatar than 0

b) USPSP® Flat Rate Packaging (Default): If USPS® Flat Rate 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 Custom Packaging as your package type.

Packaging Update from items

“Packaging Type Package Value {optional)
ISPS Flat Rate - ¥ ]
“Package Weight
0 @ | Ibs ‘ 0 O | o=
Pleaze enter weight. At least one field must be greater than O

“Monstanderd and Special Handling Opticns  (7)

‘ Mone -
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c)

d)

Packaging Update from items

“Packaging Type Package Value {optional)
Custom Packaging - ¥ 0

“Package Weight
0 o Ibs ‘ 0 O | o=

Plea=ze enter weight. At least one field must be greater than O

Package Dimensions (required for custom packaging) @

o ®|in||o {Din‘n @ | in

Please enter package dimensions. Al least two dimensions must be
greater than 0.

O The package iz not a standard rectangular box or envelope

“Maonstandard and Special Handling Options @

‘ Mone -

Get Rates

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).

Custom Packaging: If Custom Packaging is selected, you will be directed to the
next step where you will be required to enter the Package Weight and Package
Dimensions:
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Packaging| Update from items

“Packaging Type Package Value {[oofional)
Custom Packaging - $ 0
“Package Weight
5 b= | [ 073
Mep FOIbs

Package Dimensions (required for custom packaging) @

L] in 5 in

Al least two dimensions must be gredter than 0

O The package is not a standard rectangular box or envelope

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.

il Ths DEC Ing |s mot & stendard ular box of snvelops
B g P

Ginh ()
i D m

Plagsa entar girtn. Girth must be grester than 0.

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.
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B The package is not a standard rectangular box or envelope

Gith ()

- T

Girth must be greater than 0

b pec ng 10NS [L)

Mone -

Mone

Glass container with more than 24cz of liguid

Metal or plastic container with more than 1 gallon of liquid
Metal-banded parcel

ﬂ Insecurely wrapped

Can, Roll, or Tube

DTHER USRS SITES LEGAL INFORMATION
Wooden or Metal box Eusiness Customer Gateway Privacy Policy

fostal Inspectors Terms of Use
Books or other printad material weighing more than 25 pounds nspector Ganeral Fala

Fostal Explorer Mo FEAR Act/EED Contacts
Documents or personal comespondance

ational Postal Museum Fair Chance Act

ii. Select Get Rates to proceed to the next step.

Package Dimensions (required for custom packaging) @

5 in 5 in 5 in

At lesst two dimensions must bs greater than &

B The package i= not a standard rectangular box or envelope

Girth @

20 in

Girth must be greater than 0

“Monstandard and Special Handling Options (7))

MNone -
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4) Additional Step: 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.

Additional Step: International & Customs
Information

MNon-delivery Handling

Return to Sender

AES Exemption
MOEEI 30.36: Shipment destined to Canada

Edit Customs Information

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 arecipient by selecting Yes.
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International & Customs Information
Step 1 of 2

“Indicatss raquirsd fisid

Duties, Taxes, and Fees (7)

Duties, taxes, and fees:

$35.26

View Breakdown

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

‘::'""_“."fﬂ"@m “W"?:“b‘;”mzm No, | would like the recipient to pay the duties.
recipie m}?:s 1 w o tames, and import feas upon delivery

[Emiell Total Landed Cost Braskaown

|

c)

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

Duties, Taxes, and Fees 6]

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

Wiekcome (o WhkJorem-ipsum.info. This site s provided a5 a Service 1o our vsitors and may be used for informational
Bosause ihe Temns ticns contain ions, please roa .

1. YOUR AGREEMENT

By using this Site, you agres to be bound by, and to comply with, thesa Terms and Gonditions. If you do not agres to
thesa Terms and Conditions, please do not usa this site.

| agree to the third-party terms and conditions required to pay
international duties, taxes, and import fees, and certify that | am a seller

goods to a cL

d) Non-Delivery Handling: select how the package should be handled if it cannot be
delivered (Return to Sender or Abandon).
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International & Customs Information

“Indicstss raquirad fisid

Mon-delivery Handling
“Specify how the package should be handled in the event that it cannot be deliverad

e) 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.

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 licensas I

Generate an Internal Transaction Mumber (ITN) or AES Downtown Citation from the U.S. Cenaus
Buresu or call 1-800-549-0535

Generate AES/ITN »

AES/TTH ®

f) Enter a Sender’s Customer Reference Number (optional).
g) Ifyou are a Commercial Sender, select the checkbox and enter the License Number,
Certificate Number, and Invoice Number (optional).
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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 mors information at the US Census Bursau.

[] This shipment requires an export license (Most LS. commercial exports do not require a licenss)

“AES Exsmption @

‘ MOEEI 30.36; Shipment destined to Canada -

Sandsrs Custom Reference Mumibsr

D | am a commercial sender (| have License, Certificate, andfor Imvoice Number)

. -

h) Once this step is completed, a green success banner will be displayed.

Additional Step: International & CGustoms Information

Q} 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.
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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.

3. Shipping Options

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

Sort by:| Price | Delivery Time

First-Class Package Intennational S517.85
Service

Pricrity Mail Internationak® 542.85
Pricrity Mail Express International® S61.60

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.
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Label Summary

Priority Mail 542,95
International®

[] Additional Insurance (7) Fee varies
Total 542,85

3) Select Extra Service(s)
a) Toadd an extra service from the Label Summary, 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. Some extra services are not eligible for certain service
and package type combinations.

Label Summary

Priority Mail S42.95
International®

[] Additional Insurance ® Feea varies
Total 54285

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 adetailed breakdown of the duties, fees, and taxes, select View
Breakdown.
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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 Breakdown

i. Review the Detailed Breakdown Summary of the duties, fees, and
taxes.

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 amry Weight Value Duties & Taxes
Duties: $0.00
Usad Locks Mone us 1 8.13 £2,350.00 Taxes: $117.50

Estimated Fees Fee: $0.00
Estimated Duties & Taxes: $117.50
Estimated Total: $117.50
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b) To receive a copy of your Total Landed Cost via email, enter your email and click
Send.

Total S116.80

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 Breakdown

‘ ‘ Send

5) Add Labelto 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) Ifallthe 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.

Add to Cart

‘ Save to Label Manager ‘
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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) Refertothe 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).

2. Content & Packaging Information
Contents
@) Required: At least one item is required for

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

Add ltem

[J This package contains hazardous material. @

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

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 ltem

B This package contains hazardous material. @

“What typs of malleble HAZMAT ars you maling?

Sadect HAZMAT type -

It ot listed, It MEy not be mallabie. Learn mars sbout USPS shipping
rastrictions

[ 1am shipping Live Animals or Perishable Goods. @

[] Cremated Remains Shipping @

New: Cremated Remains Priorty Mall Express packsging s required Tor all
Cremated Remalns shipments

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.

2. Content & Packaging Information

Contents

(i) Required: At lsast one item is reguired for

customs prior to selecting service and package
type for this destination.

‘ Add ltem

[] This package contains hazardous material. @
[ 1 am shipping Live Animals or Perishable Goods. @
Cremated Remains Shipping (7)

New: Cremated Remains Priorty Mall Express packsging s required for all
Cremated Ramalns snipmants
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4) Select Packaging

a)

b)

c)

d)

Packaging Type: shipping Cremated Remains cannot be shipped in any USPS
provided Flat Rate packaging, therefore, Custom Packaging will be selected by

default, and the button will be greyed out.

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).

ﬂ Cremated Remains Shipping (D
Hewr: Cremated Bemains Priority Mail Express packsging is
required for all Cremated Remains shipments

Packaging Lpdate from items

“Packaging Type Package Value (opticnal)

| am shipping with my o._. = - 0

For additional insurance

Package Details: The Package Weight and Package Dimensions are required for
custom packaging:

Girth: If your package isn’t a standard rectangular box or envelope, select the

Packaging Update from items

“Packaging Type Package Value (optional)

| am shipping with my o... - s 0

For additional insurance

“Waight (D

0 @ | Ibs y O | oz

Pleaze enter waight. At least cne field must be greater
than 0

Dimensions (required for custom packaging) @

Length Width Height
‘ 0 in 1] in ‘ 0 in
At lasst two dimensions must os greater tham 0

packaging is not a standard rectangular box or envelope checkbox and enter the

Girth.
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= pECKaging IS not & standard rectanguiar box of envelops

Girth (-D
o {E} In

Pleess enter girth. Girth must ba greater than 0.

e) Nonstandard and Special Handling Options: If your package is and an item that
needs special handling, select the Characterstic that best describes your package
from the dropdown.

“Maonstandard and Special Handling Options @

Mone - "

Mone

Slazs container with more than 240z of liguid

Metal or plastic container with mera than 1 gallon of
liguid

Inzecurely wrapped

Can, Roll, or Tube

Wooden or Metal box

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

*“Monstendard and Special Handling Options (D

Mone -

Shipping Options
a) Referto 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.
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Create a Batch

Organize your labels into a batch and utilize our streamlined multi-label creation process.

1) Begin Multi-Label Batch Process

a)

LLaksel Manager

Hi Brittany!
Account #: 41¢

Start Shipping

Ship To

O save 1o Address Book

Piease provide first and last name and/or company.

| Saearch your Address Book Q |
Pt s W Lastuams comaary

I l] I |
“Counry

| United States of America | v |
“Sven Accress At ute Omer

/ Shipping History | Address Book | USPSConnect® | DiwrectConnect | Preferences | SCAN Forms

Option 1: Select the Create a Batch tile located on the landing page.

Organize your labels into a batch

| Enter & Label or Tracking Nurmber to View Label Details i} |
More Print & Ship Options
Import Batch of Labels Import from Marketplace
Import multiple labels from a file Connect eCommerce
into & batch to edit within Label marketplaces & easily import
Manager labels for customer orders
<= -
24 -0—
Create a Batch Manage Your Preferences

Manage your shipping

preferences to accelerate your
label creation and access all
shipping features

and utilize our streamlined batch
creation process.

| | I

“state

=

I | [ e

O Send notifications [ Hold for Pickup at Post Office™

Pafarancs Numode / Hote 1 (S will DFFE on N8 18085 Refarence humaer / Hote 2 (ENIS will prnt on T o))

rysee Limie 30 Mz Charaster Limit 30
Create This Label

b)

Option 2: Click New Batch from the Label Manager Page.

Label Manager |/ Shipping History [/ AddressBook [/ USP3 Connect® [/  DirectConnect [ Preferences
Al Labsis (2} Batchas (1)

B HewLabel

by dste and fime crasted. Esch new i2bel will Sppsar &t e top of the tabie.
=  newBaton Service and Package Package Details Extra Services Total Price All Labels -
[ File uploaa

otten USPS Ground Advantege™ Cubic Choose Your Own 1802 Insurancs “-97

Box Velus: $5 =
RMAM ST USRS Tracking
Marketplace Import i i i Sender email is
E‘ 1p! P | IL, BO803- Edit Service And Package Edit Ij-‘ackage + Add Extra . A
petails Services
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(a)

(b)

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 create.
Ones you fill out this information, you will be brought to the
‘Batch View' whers you can essily creste and edit multiple
labels at once.

Batch Details

Eatch Name (optional)
*¥bU CEN NEME your Batoh hare. It you don't neme 11, & neme will be generated bacsd
an the gate and time of crestion (s.g. Beten 2024-01-30, 18:00)

Satch Hotes [optional)

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 Refrosh

Batch Summary Sender Information Batch Notes
Select Services to see pricing -@ ClaricKont 1233

300 SUPERMAN ST
Total $0.00 CHARLOTTE, NC 33332

Add Recipient Add From File Upload Add All Complete to Cart >

Thiz 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 Mailpiece Mailpiece Details Extra Services Total Price All Labels A

i. Once Add from File Upload is selected, you will be redirected to the Importa
List of Labels page (click here for detailed instructions).
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Uplsad Filke Assign 1= a Bawh Map Calurn 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? METEEREETEaT TR

. . Download C5V
© | have my own fila to upload (This includes the downloadable template provided) l by l

Template

(O I am uploading a file exportad from an online markatplace

Wi have provided instructions to understand the requined
and necassary inputs for successfully uploading labeals.

W recommend using a Click-MN-Ship template to ensure fiekd mapping accuracy. D load
Howaver, you may uplead your own version and manually map the fields that do not l iy K l
automatically map. 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.

Click-N-Ship® Shipping History /  AddressBook / USPSConnect /  Preferences \,.DJ'Cart

I (D Hide Postage on Label - Choose if you want the postage price to appear on your printed domestic labels. Visit the Preferences tab to learm more.

{ Back to Batches

Batch: John Doe (1 Label) Edit ] [ C Refresh
Batch Summary Sender Information Batch Notes

Clark Kent
Total $14.75 300 SUPERMAN ST

CHARLOTTE, NC 33333

Add Recipient Add From File Upload 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}

peyT— & vere pryT——

This Labsi Managsr fabis Is sorted by date and tims cragtad. Each new @bl will Sppsar at the top of the tasis. (”)
Add to Batch
O Ship Date  Recipient Sarvice and Package Package Details Price All Labels -
# Edit # Edit # Edit # Edit #|  buplicate

1 11/26/2024  Johnny Parker Briarty Mai® Smal Fst Rete Envelops + Add Package Detgils In{ | o0 S PRy g

Pick up at: Edit 3ervice And Package u Deate

500 SURERMAN ST HI

CHARLOTTE, NC 28282-8181 B © st can

Eatt Labal

Ship to:
USPS SMART LOCKER
CHARLOTTE, NC 28262-0800

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

john doe Q

V. Once the batchis 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 Al Labels -

1 O 01/17/2025  Clark Kent alZ Flat Rate Envelopa 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  ltems 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 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 v
Edit Service And Package Detslls
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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 Label Manager tabie /s sorted by dale and time cregted. Eactt new iabe! will appedr ar the top of the tabie.

Ship Date  Recipient Service and Package Package Datails Exira Sarvices 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'EGKII'IQE 5730
300 SUPERMAN ST APT 201  Edit Service And Package \é’&;#e};m:n petai Insursncs - P <5 Edit - o
CHICAGO, IL, 80803-6810 ackege DEEls ooty el Roturn 5
Edit Extra Services §
*
2 H 11/28/2024 Johnny Parker Priority Mall® Small Flat Rate Envelops + Add Package Detgils Insurance

$B.65
- Edit Service And Package =
300 SPIDERMAN ST a USPS Tracking IV reciplent gdrsss. Edit -
CHARLOTTE, NC, 25262 Hiddsn Postegs

+ 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.

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 Managn{ Shipping History / Address Book / USPS Connect® / 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
1 0 02/24/2025 Clark Kent Priority Mail International® Flat Rate ltems 1 + Add Extra $46.25
28 POSTAL RD Envelope s Services v
MUNICH, DE & February 27th Release Edit Package
Edit Service And Package Details
2 |:| 02/24/2025 Clark Kent Pricrity Mail International® Flat Rate Items 1 + Add Extra $46.25

29 POSTAL RD Envelope Vallue: $150 Services i o
MUNICH, DE & February 27th Release Edit Package Edit

Edit Service And Package Details

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 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 ST 4pT 201 E0i Service And Package i . Imsuencs Invalld raciplent sddress. Edit v B
CHICAGO, IL, 805036810 Edit Package Details  praey piai® Return §
Edit Extra Services ﬁ'
=
z @ 11287024 Jonhnny Parker Priorty Mall® Small Fiat Rats Enveiops + Add Package Detsils Inswance $8.68
i i &
200 SPIDERMAN ST Edit Sarvice And Package USPS Tracking - ‘et sciaress. Edit -
CHARLOTTE, NC, 28262 Higdan Postags

+ Add Exira Services

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.

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.

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 Managzr / Shipping History / Address Boock / USPS Connect® / DirectConnect / Preferences / SCANForms
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 v
1 I:‘ 02/24/2025 Clark Kent Priority Mail International® Flat Rate ltems 1 + Add Extra $46.25
29 POSTAL RD Envelope Vallue: $150 Services
MUNICH, DE & February 27th Release Edit Package e
Edit Service And Package Details
2 [J 02/24/2025 Clark Kent Priority Mail International® Flat Rate ~ltems 1 + Add Extra $46.25

29 POSTAL RD Envelope Value: $150 Services - N
MUNICH, DE & February 27th Release Edit Package Edit

Edit Service And Package Details

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 -
# 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'IQG\ $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
- - | 11/28/2024 Johnny Parker Priority Malk® Small Flat Rats Enveiops + Add Package Details | Insurancs $6.65
00 SPIDERMAN 5T Edit Sarvice And Package USPS Trs::klngﬁ‘ - P ) Edit N
CHARLOTTE, MC, 28282 Higden Postage
+ 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.

£ _Back to Batches

Individual Recipient Method: Individually add labels to cart by selecting Add to

Cartin the recipient’s row.

“Add All” Method: Add all labels to cart by selecting Add All Complete to Cart.

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.

Sender Information

$46.25

Superhero Inc

2750 RANDOM ST
WALNUT CREEK, GA, 94597-2732

Lsbeis [0 the batch sutomaticaly Ssve 25 pou entsr information.

Edit

| I  Refresh

Batch Notes

None

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.

required fields and necessary inputs for Click-N-Ship® file upload.

CNSv2JobAid_FileUpl
oad.xlsx

Download here

ﬁ Please use this guide file and the steps below to understand the

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 Manager |  Shipping History | AddressBook | USPSConnect® | DirectConnect | Preferences |  SGAN Forms

Hi Brittany! | Entter & Latbel or Tracking Nurmber 1o View Label Details i} |

Account #: 41261

Start Shipping More Print & Ship Options

Ship To O save to Address Book

Please provide first and last name and/or company. ﬁ Jr

| Search your Adcress Bock Q | Import Batch of Labels Import from Marketplace
Import multiple labels from a file Connect eCommerce

Pirst ama ] Last ams company into a batch to edit within Label marketplaces & easily import

l ‘ I:] | ] l I Manager labels for customer orders

' -

-

| United States of Amarica | v I = ==

-Seeet Adcress AptSutaOmar Create a Batch Manage Your Preferences
Organize your labels into a batch Manage your shipping
and utilize our streamlined batch preferences to accelerate your
creation process. label creation and access all

ey e “7IP Cooa™ shipping features

[ | [oneeme ]| |

O Send notifications [ Hold for Pickup at Post Office™

Ffarancs NumDsr / Hote 1 (NS will DFFt ON N6 BD6)  Reference HumDer / Hote 2 (IS wil BAnt on I eDel)

| | |

Create This Label

b) Option 2: Select File Upload located on the Label Manager page.
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https://www.usps.com/c360/images/sending_mail/enhanced_cns/CNSv2JobAid_FileUpload.xlsx

Lapel Manager / Shipping History / Aodress Book [/ USPS Connect® | DirectConnect [ Preferences

All Labels {2} Eatchas {1}

New Label Use Address Book * Refresh Add All Complete to Gart >

& new Label

by dafe and Hime cragiad. Each new labsl will appear at the top of the table.
§ Mew Batch Service and Package Package Details Exira Services Total Price All Labels L
T File Uploaa

otten USPS Ground Advantege™ Cubic Chooss Your Own 18 02 Insurancs $6.97

Box VElue: $5 &
RiAM ST USPS Tracking "
Marketplace Impert i i i Sendar amall is i
E' P P! . IL, B0€03- Edit Service And PACckage Edit I.?acksge + Add Extra requirsd. Edit
0 Detsils Sarvices

2) Select File Type and Upload CSV File

a) Toupload your own personal file, 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{}I<>~). Forcomplete step by step instructions on how to
fill out the template, select Download Instructions.

Import a List of Labels

It's easy to import labels, up to 1000 &t a time. Start by selecting a CSV file to uplead. Download a Template and Instructions

What file would you like to upload? LSRR T PR TS B B T

Download G5V

| have my own file to upload (This includes the downloadable t late provi
(a) IO' my upload (Thi emplate p dEdJI o Template

(O 1 am uploading a file exported from an online marketplace

Download the instructions for sdditional guidance on
required fields and accepted formats.

Helpful Tip: We recommend using a Click-MN-Ship template to ensure fisld mapping

accuracy. However, you may upload your own version and manually map the fizlds oy DMH_’EU (')
that do not automatically map. Instructions
Mote: Mame fields only accapt letters (A-7) and these special characters: " -) (" &

For a completa list of accepted formats, plesse downlosd these instructions.

Read our FAGS for more information

c) Ifyour personalfile 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) Ifyou attemptto 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:

£ 7 suppen R Infermed Defivery i, 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

Click-N-Ship® Switch Payer Account \2! "

Shipping with account: My Account

Label Manager / Shipping History Address Book USPS Connect® / Direct Connect Preferences / SCAN Forms m

Uplosd Fie ASSgN 10 8 Bach 18D Column Heaoses Impon Laves

3) Assign to Batch
a) Toadd 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) I @ Add to an Existing Batch I

() Create a New Batch

Add Labels to an Existing Batch

(i) Search for an Existing Batch Q
1708555347 - :|
— 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. Once the 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

E= al

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

(i)

Batch Mame {optional)

Batch Motes

(ii) Add note for yoursalf (optional)

(iii) Next: Import Labels
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4) Map Column Headers
a) Toapply a saved mapping to the current one, select one from the Apply a Saved
Mapping dropdown section.
b) To clear the 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.

Instructions: For each dropdown 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.

Apply 5 Saved Mapoin
| Salact w I Clear Mapping I

(~) Ih\

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
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(e)

(f)

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 ‘ Back ‘
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5) Review Import Label Results

a) Ifthe labelimport 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-
Ship®

G0 to Click-M-Ship Label Manager
to view and adit the labal
informaticn.

(b) View In Label Manager

Import Another File

Have another file? Return 1o the beginning
of the process to import another C3V file

Upload a New File

(c)
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d) Ifthe labelimport was unsuccessful, you will see a yellow box with a total number of
labels that were notimported 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

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

Edit

=

Sender Information Batch Notes

$46.25 Superhero Inc None

2750 RANDOM 5T
WALNUT CREEK, CA, 94597-2732

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 ShipDate  Recipient Service and Package Package Details Extra Services Total Price Al Labels -
« O 01/17/2025  Clark Kent Sicihellail Flat Rate Envelope tams 1 + Add Extra Services $46.25
29 POSTAL RD Ig Fabruary 27th Relessa I Value: $150 Add to Cart

MUNICH, DE Edit Service And Package

Edit Package Details

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 D 02/24/2025 Clark Kent Priority Mail International® Flat Rate ltems 1 + Add Extra $46.25
29 POSTAL RD Envelope Valye: $150 Services o
MUNICH, DE & February 27th Release Edit Package
Edit Service And Package Details
2 O 02/24/2025 Clark Kent Priority Mail International® Flat Rate Items 1 + Add Extra $46.25
29 POSTAL RD Envelope Value: $150 Services ) o
MUNICH, DE £ February 27th Release Edit Package Edit
Edit Service And Package Detalls
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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 Trscklng'z 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 o
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
(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
1 [ 02/24/2025 Clark Kent Priority Mail International® Flat Rate + Add Extra $46.25
29 POSTAL RD Envelope Services I
MUNIGCH, DE £ February 27th Release Edit e

Edit Service And Package

2 [ " 02/24/2025 Clark Kent Priority Mail International® Flat Rate Items 1 + Add Extra 48,

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 Trscklngg $7.30

200 SUBE 4 Edit Sarvice And Package VElue: $100 In=surance -
300 SURERMAN ST APT 20 & a P— -

= = Edit PACkEge Details o Invald raciplent address. Edit v E.
CHICAGD, IL, 2M603-6810 Priority Mali® Return E

Edit Extra S3arvices

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 e USRS Trecking InvaNg reciplent Aot ess. Edit v
CHARLOTTE, MNC, 28282 Hiddsn Postege

+ Add Extra Services

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 v |
MUNICH, DE & February 27th Release Edit Package .

Edit Service And Package 2utail

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 Datails
# Edit # Edit # Edit # Edit

All Labels -

N - | 11/28/2024 John Doe

300 SUPERMAN 5T APT 201
CHICAGD, IL, 80503-6810

USPS Connect® Local Small Fiat Rate Bag  Items 1
Edit Service And Package

USPS Tracking®™ 37
Value: 5100 Insurance

Edit Extra Services

- - | 11/268/2024 Johnny Parker Priority Malk® Small Flat Rate Envelops + Add Package Detgils Insurance
300 SPIDERMAN ST Edit Service And Package USPS Tracking®

CHARLOTTE, NC, 28282 Higden Postage

+ Add Exira Services

10) Add Labels to Cart

30
Edit Package DSBS prorty iai@ Rstum

$8.65
sl e serE=

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

Batch: February 27th Release (1 Label)

Batch Summary

Total $46.25

Add From File Upload

Lsbeis [0 the batch sutomaticaly Ssve 25 pou entsr information.

Edit | I  Refresh

Sender Information Batch Notes
Superhero Inc None

2750 RANDOM ST
WALNUT CREEK, GA, 94597-2732

| 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 d 01/17/2025 Clark Kent Priority Mail International® Flat Rate Envelope Items 1 + Add Extra Services $46.25
29 POSTALAD 2 February 27th Release Value: $150

MUNICH, DE Edit Service And Package

Edit Package Details

Add to Cart .
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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.

FY Y ——
Hi Brittany! I Enter & Labal or Tracking Murmber 1o View Labal Datails iz} |
Account #: 41961
Start Shipping More Print & Ship Options
Ship To O save 1o Address Book
Please provide first and last name and/or company. ﬁ T
| Search your Address Book Q | Import Batch of Labels Import from Marketplace
Import multiple labels from a file Connect eCommerce
Fist Hams M Last Hams Company into & batch to edit within Label marketplaces & easily import
I l D I ] l I Manager labels for customer orders
-
-
| United States of America | v | = ==
~Swrem Address. ASUSute/Other Create a Batch Manage Your Preferences
Organize your labels into a batch Manage your shipping
and utilize our streamlined batch preferences to accelerate your
creation process. label creation and access all
il sue P cooe™ shipping features
l | [apeee ]| |

[ Send notifications

[0 Hold for Pickup at Post Office™

afarance Numode / Hote 1 S will DFFt on e 6085 Reference Humoer / Hote 2 (NS will prnt on the o))

I |

Create This Label

b) Option 2: Select File Upload located on the Label Manager page.

Label Manager |/ Shipping History [/ AddressBook [/ USP3 Connect® [/  DirectConnect [ Preferences
Al Labsis (2} Batchas (1)
m Use Address Book sl e T

B HewLabel

by oste ang Hime crasted. Edch new [abel witl Sppear 8t ihe top of the tate.
=  newBaton Service and Package Package Details Extra Services Total Price All Labels -
[ File uploaa

otten USPS Ground Advantege™ Cubkc Chooss Your Own 18 0% Insurancs $6.97

Box Valua: $5 =
RMAM ST USRS Tracking
i i i Sender emal is i
E‘ Marketpiace Import F IL, 80805~ Edit Service And Packsge Edit Ij-‘ackage + Add Extra ; Edit
Detsils Services
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2) Select File Type and Upload CSV File

(a)

a) Toupload 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

Select a Markeiplace File

(b)
Salect 5 Marketplace File
e

Etsy

c) Once the marketplace is selected, click on the Select CSV File button to select your
file.

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
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d) Ifyouronline 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.cav

(+J 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 labelsin
your file to proceed with uploading the .CSV file:

The file exceeds the label upload limit * #r Account

. = ®
C I IC k_ N _S h Ip Error: There was an error with the file upload. Please limit your file to 1000 labels at a time.

]
S can
'

"ith account: My Account

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

Upload File Assign to & Batch Impart 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? GRS DDEE LS

(O 1 have my own file to upload (This includes the downloadable template provided) l &. Download CSV Template |

o I am uploading a file exported from an online marketplace

We have provided instructions to understand the required and necessary

Etsy inputs for successfully uploading labels.

Select CSV File

[ 1}, Download Instructions |
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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.

Assign to a Batch

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

(a) | © Add 1o an Existing Batch I

(O Create a New Batch

Add Labels to an Existing Batch

Search for an Existing Batch

1706555347

1706644542

ATOTTTZ7E0

Batch 2024-04-01 16:23

Batch 2024-04-01 16:26

Batch 2024-04-01 16:32

Batch 2024-04-01 16:35

Back

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.
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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 & New Batch

Add Labels to an Existing Batch

‘ Clark K Q |

Next: Import Labels

b) To add the labels to a new batch, select Create a New Batch

(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 vou like to add these labels to an existing batch or a new batch?

(O Add to an Existing Batch

I © Create a New Batch I

Add Labels to an New Batch

Mame this Batch of Labels In Click-h-Ship

Batch Mame {optional)

Bstch Motes

Add note for yoursalf (optional)

Mext: Import Labels
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4) Review Import Label Results

a) Ifthe labelimport 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 Labals Created

(a) 20f2

View Label Information in Click-N-
Ship®

Go o Click-M-Ship Label Manager
1o wiew and adit the laba
nformation.

Import Another File

Have ancther file? Feturn to the beginning
of the procass to import anothar CSV file

Upload a New File

(c)

d) Ifthe labelimport was unsuccessful, you will see a yellow box with a total number of
labels that were notimported 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

(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 1o find rata
(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 Viewin 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

Batch: February 27th Release (1 Label)

Batch Summary

Total

Add From File Upload

Sender Information
Superhero Inc

2750 RANDOM ST
WALNUT CREEK, CA, 94597-2732

$46.25

This Label Manager tabie is sorted by date and time created. Each new labe! will appear at the top of the table.

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

Edit l I  Refresh

Batch Notes

MNone

Add All Complete to Cart >

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
20 POSTALRD | & February 27th Release \éz]_‘;'e; $130 betai Add to Cart
MUNICH, DE  ™Edi Service And Package ot Fackspe Detals

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 / Address Book /
All Labels (20} Batches (1)

New Label Use Address Book

USPS Connect® /

Direct Connect /

C Refresh

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

Preferences /

SCAN Forms

Add All Complete to Cart >

[J]  shipDate Recipient Service and Package Package Details  ExtraServices  Total Price All Labels -
10 02/24/2025 Clark Kent Priority Mail International® Flat Rate lems 1 + Add Extra $48.25
28 POSTAL RD Envelope Value: $150 Services
MUNICH, DE & February 27th Release Edit Package v
2 [0 02/24/2025 Clark Kent Prierity Mail International® Flat Rate ltems 1 + Add Extra $46.25
29 POSTAL RD Envelope Value: $150 Services Edit -
MUNICH, DE & February 27th Release Edit Package U

b)

Details

Edit Service And Package

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, S0603-5810 Edit Peckage Details

2 H 11/26/2024 Johnny Parker Priority Malk® Small Fiat Rate Enveiops + Add Package Details
300 SPIDERMAN 5T Edit Service And Package
CHARLOTTE, NC, 28282

7) Edit Package Details

30
Insurance
tvalld reciplent address. i w
Prcrity Mal® Sstum

Edit Extra Services

Insurance

$6.65
USPS Trasking® Invalld raciplent adaress. Edit -
Hiadan Pastsgs

+ Add Exira Services

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 / AddressBook / 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 v
1 I:‘ 02/24/2025 Clark Kent Priority Mail International® Flat Rate ltems + Add Extra $46.25
29 POSTAL RD Envelope
MUNICH, DE & February 27th Release

Edit Service And Package

lug: $1 Services
Edit Package v

Details

2 g 02/24/2025 Clark Kent Priority Mail International® Flat Rate
29 POSTAL RD Envsiope
MUNICH, DE & February 27th Release

Edit Service And Package

Items 1 + Add Extra $48.25

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

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 Iltems 1 + Add Extra $46.25

29 POSTAL RD Envelope Value: $150 Services -
MUNICH, DE & February 27th Release Edit Package Edit N

Edit Service And Package Getails

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 Exira Services 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'IQ& 37
300 SUPERMAN ST APT 201 E0it Service And Package “alue: 100 Insurance

Edit Package Details

CHICAGD, IL, 0503-6810 Priority Mali® Returm

Edit Extra Services

- - | 11/268/2024 Johnny Parker Priority Malk® Small Flat Rate Envelops + Add Package Detgils Insurance
300 SPIDERMAN ST Edit Service And Package USPS Tracking®

CHARLOTTE, NC, 28282 Higden Postage

+ Add Exira Services

9) Add Labels to Cart

30
st saars

$8.65
sl e serE=

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

Batch: February 27th Release (1 Label)

Batch Summary

Total $46.25

Add From File Upload

Lsbeis [0 the batch sutomaticaly Ssve 25 pou entsr information.

Edit | I  Refresh

Sender Information Batch Notes
Superhero Inc None

2750 RANDOM ST
WALNUT CREEK, GA, 94597-2732

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 d 01/17/2025 Clark Kent Priority Mail International® Flat Rate Envelope Items 1 + Add Extra Services $46.25
29 POSTALAD 2 February 27th Release Value: $150

MUNICH, DE Edit Service And Package

Edit Package Details

Add to Cart .
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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.

Lspel Manager / Shipping History / AddressBook [ USP3 Connect® [ DirectConnect [ Preferences

All Labals 7 Batchas (1)

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

& new Label

by date and tims cragtad. Each new abs! will appsar af the top of tha tabls.
§ Mew Batch Service and Package Package Details Exira Services Total Price All Labels i
[} File Uploaa

otten USPS Ground Advantsge™ Cubic Chooss Your Own 168 0% Insurancs $6.97

Box Value: $5 &
RMAH 5T USPS Tracking
Marketplace Import i i i Sendar amal is i
tp P! . IL, 80603- Edit Service And Package Edit I:-‘EBKEQE + Add Extra y Edit w
Details

Services

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 I ‘ Salect Contacts and Choosa Action ~

________________ 0O selectan Viewing 1-10 of 13 contacis
BESTUVWXYZ AL
Canada Address
sort By D Postal Drive s ot
Forrest. VA 78845
Last Name A-Z w
Betty Bo
D Postal Drve s peete
My - Forrest, V& 78945
All Contacts
Ricky Bobby
Group 1 (2) Edit Delete O Postal Drive Edit Delete New Label
Forrest. VA 78045
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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 Cortacts ﬂ’i‘SCDEFGH|J"(..N'NODOF{STI_JV
w X ¥ 2
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 Do Jobn 300 SUPERMAN ST

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 Labsi Mansgsr [abis s sortsd by dafs and Hims crested. ESch new (b wiil Sppear &f the top of the table.

[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, NC 28262-8141 + Add Extra Sarvices
Add to Cart !

Ship to:
USPS SMART LOCKER
CHARLOTTE, NC 26262-0800

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.

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.

Lebel Manager |  Shipping History | AddressBook | USPSConnect® | DirectConnect | Preferences |  SGAN Forms
Hi Britta ny! I Enter a Labal or Tracking Number 1o View Label Details i} |
Account #: 419518219
Start Shipping More Print & Ship Options
Ship To O save to Address Book
Piease provide first and last name and/or company. ﬁ ¢
| Saarch your Address Book Q | Import Batch of Labels Import from Marketplace
Import multiple labels from a file Connect eCommerce
Pist ame “ Last Nams Company into & batch to edit within Label marketplaces & easily import
I l D I ] l I Manager labels for customer orders
-
-
| United States of Amarica | v | = ==
-Seeet Adcress AptSutaOmar Create a Batch Manage Your Preferences
Organize your labels into & batch Manage your shipping
and utilize our streamlined batch preferences to accelerate your
creation process. label creation and access all
: s T Coarm shipping features
l | [oneeme ]| |

O Send notifications [ Hold for Pickup at Post Office™

Pafarancs Numode / Hote 1 (S will DFFE on N8 18085 Refarence humaer / Hote 2 (ENIS will prnt on T o))

I | |

Mgz Charasses Lmie 30 Mz Charaster Limit 30

Create This Label

a) Option 2: Select New Label located on the Label Manager page.
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Lapel Manager / Shipping History / Aodress Book [/ USPS Connect® | DirectConnect [ Preferences

All Labels {2} Eatchas {1}
New Label Use Address Book * Refresh Add All Complete to Gart >
& new Label
by dafe and Hime cragiad. Each new labsl will appear at the top of the table.
§ Mew Batch Service and Package Package Details Exira Services Total Price All Labels b
T File Uploaa
otten USPS Ground Advantege™ Cubic Chooss Your Own 18 02 Insurancs $6.07
Box VElue: $5 &
RiAM ST USPS Tracking
Marketplace Impert i i i Sendar amall is i
E' P! P I, 80803~ Edit Service And Package Edit Peckage + Acd Extra e ' Edit hd

Details

Services

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.
i. Note: all return packaging is Choose Your Own Box packaging. An estimated
price will be displayed in the Return Package table; however, you will not be
charged for the Return Label untilitis scanned and used.

Extra Services

[ acamonel insurencs (@) Fea Veriss

O Slgneture Services G} Faa \arlas
Creets g return labsl '@ Charged upon use

You will not be charged for this returm |abs unisss it IS ussd by the recipisnt. You will bs Notifsd of It's
use and & postage dus will Show up In your Shipping Cart.

“Salact tha service typs for your retum aosl

Select a return service

Priority Malk® Rsturn

Prionty Mell Express® Rsturn

USPS Ground Advantage™ Returm

= —
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b) 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 areturn label option to see the Additional Insurance for the return
label.

c) Toview more information on return label services, select the Return Service
Tooltip.

d) Once thetooltip is selected, a Create a Return Label Popup Modal will be
displayed.

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
u=a and 8 postage due will show up in your Shipping Cart.

*Sadect the service 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 cover the balance.

|E| Additional Insurance (7) §7.45

Estimated amount charged upon uses: $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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¥ ! tpping 1 ! * ! ! ! ! rems i

Hi Brittany! I Enter & Label or Tracking Nurber 1o View Label Details @R |
Account #: 419518219

Start Shipping More Print & Ship Options

Ship To ] Save to Address Book

Please provide first and last name and/er company. @ 1~

| Saarch your Address Book Q | Import Batch of Labels Import from Marketplace
Import multiple labels from a file Connect eCommerce

First Harms M Lam Nams Company into a batch to edit within Label marketplaces & easily import

I l D I ] l I Manager labets for customer orders
-

-

| United States of America | v | = =

-Seeet Adcress AptSutaOmar Create a Batch Manage Your Preferences
Organize your labels into a batch Manage your shipping
and utilize our streamlined batch preferences to accelerate your
crestion process. label creation and access all

“stae P Cooe™ shipping features
l | | |
[0 Send notificaions O Held for Pickup at Post Office™

Pafarancs Numode / Hote 1 (S will DFFE on N8 18085 Refarence humaer / Hote 2 (ENIS will prnt on T o))

I | |

M Charasser Uit 30 M Charaster Limit 30

Create This Label

a) Option 2: Select New Label located on the Label Manager page.

Label Manager |/ Shipping History [/ AddressBook [/ USP3 Connect® | DirectConnect [ Preferences
Al LaDals () Batchas (1)
m Use Address Book L T E T

& new Lapel

by gate and fime crastad. Each new [@bsl wil ppsar a1 ie fop of the tabie.
£  HewBatch Service and Package Package Details  Extra Services Total Price All Labels -
[} File Upload

otten USPS Ground Advantsge™ Cubic Chooss Your Own 18 0f Insurancs 6.97

Box VeI $5 =
RIMAN 5T USPS Tracking
i : i Sender emall is "

E‘ Marketplace Import I, a080s- Edit Service And Package Edit PECkage + Add Extra y Edit

Detsils

Services

2) Follow Single Label Flow Creation Process
a) Refertothe 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.
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3) Select Return Label Extra Service

a) Once on the 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 Custom Packaging. An estimated price will be
displayed in the Return Package table; however, you will not be charged for
the Return Label untilitis scanned and used.

Label Summary

:Q: Ship to Locker For Pickup Bemove
NORTHEAST

1820 HARRIS HOUSTON RD
CHARLOTTE, NC 28262

USPS Ground Advantage®
Cubic Gustormn Packaging

$100 insurance included

USPS Tracking®

[ Additional Insurance (@)

510.30

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 areturn 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) SelectView Label Manager tab located in the navigation menu on the landing page.

/ Shipping History / AddressBook / USPSGConnect® / DirectGonnect | Preferences /  SGAN Forms

Hl Bril‘ta ny' Enter & Label or Tracking Number to View Labeal Details E l
Account #: 41961

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 locate 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

- - | 11/268/2024 Johnny Parker Priority Malk® Small Flat Rate Envelops + Add Package Detgils Insurance

$6.65
Edit Sarvice And Package
00 SPIDERMAN ST a USPS Trasking® Invald recipient address. Edit v
CHARLOTTE, MC, 28282 Hidden Fostegs

+ 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 -
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 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
- - | 11/268/2024 Johnny Parker Priority Malk® Small Flat Rate Envelops + Add Package Detgils Insurance
00 SPIDERMAN 5T Edit Sarvice And Package USPS Trs::klng“

CHARLOTTE, NC, 28282

$8.65
sl e serE=

Hidden 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

[ signature Services @)

(] Create areturn label [7)

] Hide Postage on Label (F)

Fee \aries
Fee Varies
Charged upon use

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 ifitis 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
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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 Bril‘la nyl Emtar & Label or Tracking Number 1o View Labal Datails % l
Account #: 41961

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 # Edit
1 H 11/28/2024 John Doe USPS Connect® Local Small Flat Rate Bag  ttems 1 USPS 'I'rs::klnga $7.30
300 SUPERMAN ST APT 201 it Service And Package Juplepihiy | lnsurance Invsiia reciplent adarsss. Edit v
CHICAGE, I, 80503-5810 Edi Peokage Detais
O EXITE Services
2 u 11/28:2024 Johnny Parker Priority Malk® Small Fiat Rate Envelops + 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 / Address Book [ USPSGConnect® [ DirectConnect [ Preferences [ SCAN Forms

Hl Brltta ny! Enter & Label or Tracking Mumber to View Label Details @l l
Account #: 41961

b) W.ithin 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

[J shipDate Recipient Service and Mailplece Mailpiece Details Mailpiece Services Price
10t2 [0 oss22/2024 Clark Kart Priority Mail® Flat Rate Envelope Value: $100 Flat Rate Envelope $8.50
300 SUPERMAN ST Hidden Postage Free
# Edit CHARLOTTE. NC 28262-2222 ity Mail® Return
Priority Mail® R Free ||
Total Label Gost $8.50
20t2 [0 oarz2r2024 Clark Kent Priority Mail® Flat Rate Envelope Value: $100 Flat Rate Envelope $8.50
it 300 SUPERAAN 5T USPS Tracking Electronic Free
Edit CHARLOTTE. HC 242023-2222

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)

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 numbé%)
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.

Print Labels Save as PDF

[0 shipDate  Recipient

Create Digital Banner

Mailpiece and Package Package Details  Digital Banner  Label Number

Clark Kent
300 SUPERMAN ST
CHARLOTTE, MG 23282-2222

1ot [0 oanarzoze

Priority Msil Express® Legal Figt Rate Envelope value: $100 Create B47T1230108355000072855

2-Digy Dalivary

I ! 15301 085550000- 2552
riority Msil® Return Service B4018301083560000 19682 I

c) Toprintyour 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

Recipient

Create Digital Banner

[0 ship Date Mailpiece and Package Package Details  Digital Banner  Label Number

1ot1 [0 oamarz024  Clark Kent Valus: $100 Craate
200 SUPERMAN 5T

CHARLOTTE, MC 28282-2222

Priority Mail Express® Legal Flat Rate Envelope
2-Dsy Dalivary

Rsturm Labsl B401 9501 0835500001 3552

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 Manager /| / AddressBook [ USPSGonnect® [/ DirectCGonnect [ Preferences [ SCAN Forms
Hl Brluﬂ nyl Entar & Label or Tracking Mumber to View Labal Datails % l

Account #: 41961

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! 10714 Mo A EPS-8201 Fending  $0.00 “charged upon use
0g81-3283- 300 SUPERMAN 8T Use B
CHARLOTTE. NG 28262-2222) Outgoing Label Ending: 2570

arca-
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.
Lebel Menager /  Shipping History / AddressBook / USPSConmnect® | DirectGonnect / Preferences [  SGAN Forms
MASSIVE BUSIN ESS Enter a Label or Tracking Mumber to View Label Details E l

Account #: 30315
Benefits: Saving with Business Rate Card, USPS Connect® Local

Start Shipping
Ship To [0 Save to Address Book

More Print & Ship Options

Please provide firat and last name andfor company.

Search your Address Book Q l
First Hiams [ Lest Hems Company
“Country
l United States of America ‘ w l
“Strast Address Apt/SuteiOthar
“City “State “ZIP Code™

| [ l

[ Send notifications [ Hoid for Pickup &t Post Office™

Fisfsrencs Mumbsr / Mote 1 [this will print on the Isbell  Refersnce MNumbse / Kots 2 (this will prnt on ths lsbal)

| I

Max Characmr Limit 30

Create This Label

Max Character Limit: 30

F T

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

S

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

—o—
-

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

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

@

New! Create a PMOD /
Drop Shipment

Create a shipment of packages
or mailpieces to send to one
postal facility for streamlined
distribution
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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

\1J cart

E——

All Labals ¥

a) Onceonthe 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 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
destinaticn pestal facilities. The shipment receives Priority Mail service between the
scceptance 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: Select Destination Facility

Use the Facility Finder to find the best facility for your shipment and enter the
facility's address below.

Q| Eacility Finder (FAST)

Facliity Typs

= g

“Faciiity Name

| l

“Strest Address AptSuitaCther

| | |

“Ciry “State “ZIP Coda™

| | [ -] |

4) Selectthe Destination Facility

Sender Details

You can manage your return addresses in
Preferences.

O Useaone—limerm.rnaddress@

“Select your retum address

Test Test

1400 INDIAN HILL AVE
HANOVER PARK, IL, 60133

Ship from & differant ZIP Code™

Email
clark_kent@usps.gov

Phone / SMS Text Message
(123) 1231234

[ send me tracking notifications

a) Tocreate a PMOD label, you will be required to select a Facility Type.
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Step 1: Select Destination Facility

|l=e the Facility Finder to find the best facility for your shipment and enter the
facility's address below.

Q Facility Finder (FAST)

“Faclity Typa

Select w

Destination Delivery Unit (DDLU
Sectional Center Facility (SCF)
Sorting and Delivery Centar (S&DC)H
Auxiliary Service Facility (ASF)

Area Distribution Center (ADC)

b) After the facility type is selected, enter the Facility Name, the Facilities street

address, and select Next.
i. Note: you can also utilize the Facility Finder (FAST) tool to find a nearby

facility.
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Step 1: Select Destination Facility

IJze the Facility Finder to find the best facility for vour shipment and enter the
facility's address below.

Q) Eacility Finder (FAST)

Facliity Typs
‘ Destination Dalivery Unit (DDLU i
“Faclity Mams
| ®
Facility Mame iz required
“Sirest Address AptSufteOther
Street Address is required
“City “State “ZIF Code™

0] ‘ | AL - Mlabama w ‘ 0]
City i= required ZIP Code™ iz requirad

5) Select Packaging & Container Type

a) Once onstep 2, you will be asked to select a Ship Date (required), enter a Package

Value (optional), and enter the Package Weight (required).
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otep 2: Packaging & Container Type

“Ship Cate (Choosa & date up to 7 days away from today)

‘ 07/44/2025 ] ‘

Packags Ve [optione @
5|0 |

Enter & vl up to and Including $6,000.00 for insurance

Let us know what you're shipping

“Packags Waight ncludss peckaging)

‘u O | lbs

Flegse enter package weight. At least one field must be greater than 0.

0 0zZs

b) Next, you will be required to select a Container Type.

Conteiner Tyoe

Select w

Half Tray Box

Full Tray Box
EMM Tray Box

Flat Tub Tray Box
TTENEC T ECRED S ETTSET

Select B

c) Next, you will be required to select a Mail Class Enclosed Type.
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kdall Cless Enclosed

Select e

Package Services

Package Services - Parcal Salect
Package Services - Bound Print Matter
Package Services - Library Mail
Package Services - Media Mail
Marketing Mail

Paricdicals

Paricdicals - News

d) Next, you will be required to select a Mailpiece / Packages Enclosed Type.

Mallpisce/Packeges Enclossd

Select B

Flats
Lattars

Machinable Parcelz

Monstandard Parcels
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e) Once completed, select Get Rates to proceed with selecting a Service Type.

“Contelnar Typa

Sack w

“tall Class Enclossed

Package Sarvices - Parcel Salect W

“Malipleca/Packages Enciosed

Lettars b

6) Select Service Type
a) Once on Step 3: Services, select a Service Type. Please note that for PMOD, only
the Priority Mail Service Type will be available.

Step 3: Services

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

*Select & Service Type: Sort by: Price | Delivery Tims

Priority Mail Open and $24.37
Distribute Sack

35" x 24" (flexible, varies by

tvpe]
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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.

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 largs packages. Learn More
Add to Cart l Save

Priority Mail Open and £24.37
Distribute Sack

36" x 24" (flexible, varies by

type)

Change Service Type
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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.

Switch Payer Account

Click-N-Ship®

Shipping with account: My Account

Lebel Menager / Shipping History |/ AddressBook [ USPS Gonnect® [ Direct Conmect [/  Preferences [ SCAN Forms

MASSIVE BUSIN ESS Enter a Label or Tracking Number to View Label Details E l

Account # 30315
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 Cennect eCommerce
First Hame Lest Nams Compamy into a batch to edit within Label marketplaces & easily import

l Manager labels for customer orders

Iml |

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 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.

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 off 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 affects 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 |
= Cmeloge Nov 26, 2024
== 22" x9-1/2"
Priority Mail® Large Flat Rate 4 p Deiivery |
s 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 | an i
m— Priority Mail® Flat Rate 1-Day @ =nvscos
. Envelope Now 26,
== {242 x g1/t Bt
Poly Bag

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) Ifyouraddressis 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 g.:.:::?e—ﬂﬁf or Next-
12" % 3-1/2" x 14-1/8" :
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d) IfaUSPS 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).

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

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

USPS Connect® Local Small Flat
Rate Bag
9" x 12

Same-Day or Next-
Day

Change Service Type

Q Your Drop-Off Location

DDLU CHICAGO POST OFFICE
433 W HARRISOM ST
CHICAGD, IL 80699

Extra Services

[J Asditionel insurenzs (@)
[ signsturs ssrvices (@)
O crests & return isbst (D)

Hids Postage on Label (§)

Faa Varlss

Fea Varles

Cnarged upon use

Freg

Your Drop-Off Location Details

DDU: CHICAGO POST OFFICE
433 W HARRISOMN ST
CHICAGO, IL 60E33

Total Distance: 0.72 Miles away

Drop-off Hours Lot Parking
Available

Mon-Fri Sat Sun

Closad Closad Closad

For Same-ciay Selary, you'l need to drogp all your packages off befon & a.m. lecal time of your

selacted Ship date Fackages dropped off Mier may b delvered e fod day.

Ghorfew  Wimctis
Mount|Frod o
™ / EvANGIN
[0 Shokia
= -
o
“Exthurst b
Oak Fark
N | : QP
ok :
By
Jonmers Growtr [
171
Dk Lawm
L \
L=
0

Cualiined Cit

4) Select Extra Service(s)

a) Oncethe Service Type if 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.
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Extra Services

[ signature Services (T) Fee Varies

[] Create aretum labal @) Chargad upon usa

5) Review Label Summary
a) Refertothe 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) Ifallthe required information is correct and you would like to save your label to your
Label Manager, select Save.

Sm '

i (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.

Click-N-Ship®

Lebel Manager | Shipping History | AddressBook / USPS Connect® / DirectGonnect [

MASSIVE BUSINESS

Account # 30315
Benefits: Saving with Business Rate Card, USPS Connect® Local

Start Shipping
Ship To [ save to Address Book

Please provide first and last name and/or company.

Search your Address Book Q l

First Hams M Lest Hams Compeny

| L l

Switch Payer Account

Shipping with account: My Account

\oS can

Preferences  / SCAN Forms

Enter & 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+

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

b) Click on the 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¢) Oncethe Payer’s EPS account is selected, select Save Account to proceed with

creating label(s).

d) If you want 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) Refertothe 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 off 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 affects 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
== 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 areinterested 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.

Step 5: Services

Shape, weaight, and size affoct the price for large packages. Learn Mors

Priority Mail Express
— International® 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) 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.

6) Review Label Summary

a) Refertothe 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) 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) Ifallthe required information is correct and you would like to save your label to your
Label Manager, select Save.

Sa.ve '

(a) (b)
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