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Preferences 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.

Within Preferences, you can set up and modify the following preferences to help streamline your
label creation experience:

1) Default Create a Label Experience

2) Sender Details

3) Shipment Notifications

4) Package Options

5) Default Filtering & Sorting

6) Favorite Service & Package Types

7) USPS Connect

8) Print Settings

9) Hide Postage on Labels

Click-N-Ship® o cant
I Enjoy your discounted rates with Click-N-Ship's Business Rate Card! X

Label Manager Shipping History Address Book USPS Connect® Direct Connect SCAN Forms New Label

Hi, Ted. Set up your Click-N-Ship preferences to make shipping easier.

Specify preferences to help streamline the label creation process. You may update your preferences at any time.

This user guide will cover all the functionalities and features available within the Click-N-Ship®
Preferences and will serve as a step-by-step guide on how to use it. To begin, proceed to the next
page and review the Table of Contents.

Thank you for choosing USPS® for your packing and shipping needs!


https://faq.usps.com/s/article/Click-N-Ship-The-Basics
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Preferences

Within Preferences, you will be able to update your preferred settings when creating labels using
the Click-N-Ship® application to maximize your user experience.

1) Navigate to Preferences
a) Clickonthe Preferences tab located on the landing page.

4

Click-N-Ship® o can
Lsbel Manager / ShippingHistory / AddressBook / USPSConnect® / DirectGonnect | /  SCAN Forms
Hi Britta ny! l Enter & Label or Tracking Mumber to View Labal Details B l
Account #:

b) By default, the preferences will be in a condensed view. To view more detailson a
specific preference section, select the toggle down arrow on the right hand side of the
preference.

Label Manager / Shipping History / AddressBook / USPSConnect® / DirectConnect ; Preferences ; SCAN Forms New Label

Hi, Johnny. Set up your Click-N-Ship preferences to make shipping easier.

Specify preferences to help streamline the label creation process. You may update your preferences at any time.

Default Create a Label Experience -

We offer our Create a L abel classic view and a Create a Label quick flow with less guidance to create labels. Set your default Create a Label experience for desktop screens. This will
not affect your experience on mobile devices. You can change it anytime.

Sender Details

Specify the return address on the label. This does not change the customer registered address. You can add multiple and set one for default.

Shipment Notifications # Edit X

Sign up for email/SMS text updates. Set preferences for sender and recipient contact for package journey updates.

Default Create a Label Experience

We offer our Create a Label classic view and a Create a Label quick flow with less guidance to
create labels. Set your default Create a Label experience for desktop screens. This will not affect
your experience on mobile devices. You can change it anytime.

a) Select the toggle down arrow to expand the Default Create a Label Experience preference
section.


https://cnsb.usps.com/label-manager/new-label
https://cnsb.usps.com/label-manager/new-label/quick

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

Hi, Johnny. Set up your Click-N-Ship preferences to make shipping easier.
Specify preferences to help streamline the label creation process. You may update your preferences at any time.
Default Create a Label Experience

We offer our Create a Label classic view and a Create a Label quick flow with less guidance to create labels. Set your default Create a Label experience for desktop screens. This will
not affect your experience on mobile devices. You can change it anytime.

Sender Details v

Specify the return address on the label. This does not change the customer registered address. You can add multiple and set one for default.

Shipment Notifications p Edit ) Clear ¥

Sign up for email/SMS text updates. Set preferences for sender and recipient contact for package journey updates.

b) Once the section is expanded, select a Create a Label Experience type (classic or quick flow)
from the dropdown. Once aview is selected, it will automatically be saved.

Hi, Johnny. Set up your Click-N-Ship preferences to make shipping easier.

Specify preferences to help streamline the label creation process. You may update your preferences at any time.
Default Create a Label Experience -

We offer our Create a Label classic view and a Create a Label quick flow with less guidance to create labels. Set your default Create a Label experience for desktop screens. This will
not affect your experience on mobile devices. You can change it anytime.

Default Create a Label Experience for Desktoj
| Quick-flow v ‘
Classic View
v

Specify the return address on the label. This does not change the customer registered address. You can add multiple and set one for default.

c) Toquickly create a label using either the Classic or Quick Flow label creation experience view,
select either hyperlink from the preference section description, and you will be redirected to
the Create a Single Label page to create a label using the selected view.



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

Hi, Johnny. Set up your Click-N-Ship preferences to make shipping easier.

Specify preferences to help streamline the label creation process. You may update your preferences at any time.

Default Create a Label Experience v
We offer ol Create a Label classic view and a Create a Label quick flow fvith less guidance to create labels. Set your default Create a Label experience for desktop screens. This will
not affect . =

Sender Details h

Specify the return address on the label. This does not change the customer registered address. You can add multiple and set one for default.

Shipment Notifications p Edit ) Clear ¥

Sign up for email/SMS text updates. Set preferences for sender and recipient contact for package journey updates.

Sender Details
Specify a return address and alternate ZIP Code™ for your labels. This does not change your
customer registered address.

a) Selectthe toggle down arrow to expand the sender details preferences section.

Sender Details E

Specify the return address on the label. This does not change the customer registered address. You can add multiple and set one for default.

Return Address

The return address is the sddreas that will be printed on your shipping labsl. It is used for returns if the carrier cannot complete the delivery. The account
address is the default return address to sppear on labels until vou specify another default return address.

Clark Kent

500 BATMANT ST APT 200 -
NEW IBERIA, LA, TO560

Ship from Alternate ZIP Code™

Set an alternate ZIP Code™ to appear when you're shipping from a ZIP Code™ that's differsnt from your return address. Specify ZIP Code™ of the location
vou are shipping from.

Set Alternate Shipping ZIP Code™

P cods”

{ -

b) Select a default return address by selecting an address from the Return Address dropdown.
i To create a new sender address, select Create a New Sender Address.



Return Address

The return address is the address that will be printed on your shipping label. It is used for returns if the carrier cannot complete the delivery. The account
addreas is the default return address to appesr on labels until you specify another default return address.

Clark Kent
300 BATMANT ST AFT 200 -
NEW IBERIA, LA, 70560

JackiePRODsixteen Hoenisch (Chevy Cars)
300 BATMANT ST APT 200 ;
ARLINGTON, VA, 22209

a ZIP Code™ that's different from your return address. Spacify ZIP Code™ of the location

Craate 8 new Sender Address

ii. Once selected, a New Return Address popup modal will be displayed. Enter the
required sender details and select Save.



New Return Address

Search your Address Book Q

*Sender Information

Please provide first and last name and/or company.

First Name Ml Last Name

3 -

First Mame is required Last Mame is required

Company

Gompany is required

Phone (optional) “Email

Enter a U.S. phone number ‘

Email is required

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

“Street Address Apt/Suite

| | |

Street Address is required

“City “State “ZIP Code™

Gity is required ZIP Code is required

AL - Alabama ~ ‘ ‘ ® ‘

|:| Save to Address Book

Set as Default Return Address

c) Manually enter an alternate ZIP Code™ if shipping from a ZIP Code™ that is different from your
return address.
d) Once finished, click on Save to save your updated preferences selections.



Sender Details -

Specify the return address on the label. Thia does not change the customer registered addresz. You can add multiple and =&t one for default.

Return Address

The return address is the address that will be printed on your shipping label. It is used for returns if the carrier cannot complets the delivery. The account
address i= the defsult return address to sppesar on labels until vou specify another default return address.

Clark Kent
300 BATMANT ST APT 200 -
NEW IBERIA, LA, 70560

Ship from Alternate ZIP Code™

Set an alternate ZIP Code™ to appear when you're shipping from a ZIP Code™ that's different from your return address. Specify ZIP Code™ of the location
vou are shipping from.

Set Alternate Shipping ZIP Code™

zIE Cods”

(c) (d)

Shipment Notifications
Sign up for email / SMS updates. Set preferences for sender and recipients in regard to Package
journey updates.

a) Selectthe toggle down arrow to expand the shipment notifications preferences section.
b) Select Edit on the top right of the section and an expanded form will appear.

Specify preferences to help streamling the label creation process. You may update your preferences at any time.

Sender Details -

Specify the return address on the label. This doss not change the customer registered addrezs. You can add multiple and =&t one for defsult.

Shipment Notifications F Edit 3¢ Clear a

Sign up for email/SMS text updates. Set preferences for sender and recipient contact for mailpiece journsy updstes.

c) ForSender Tracking notifications —refer to the My Shipment Notifications section and enter
your Email and Phone Number.
i.  Thenselect the | would like to get tracking and confirmation notifications via email
and / or text message checkbox.
ii. Lastly, select the checkbox for the types of updates that you would like to receive via
email and/ or text.



d) For Set Recipient Tracking notifications — refer to the Recipient Shipment Notifications
section and select the types of updates that you would like for the recipient to receive.
e) Click Save to save the changes made to the Shipment Notifications preferences.

Shipment Notifications

Bign up for email’'SMS text updates. Set preferences for sender and recipient contact for mailpiece journey updates.

My Shipment Notifications Recipient Shipment Notifications

Emaill Select updates sent to recipient.
name@example.com Email Text

Pnone for S#S Text Massages n D Al Beiow Updates
Enter a U.S. phone number g O Expectd Delivery

_— B O Day Of Dalivary
V] | wiould like to get tracking and confirmation notifications via email and/or text )
messagsa B O Package Delivary

Send me notifications for = O Pickup Availability

Email  Text [~ O Dalivery Exception

O 0O  AlBeowlpdaies B [0 Packsgein Tansit

o O Expected Delivery

O O Day Of Delivery

O O Package Delivery

O O Pickup Availability

O O Delivary Exception

O O Package In Transit

Privacy Act Statement:

Your information will be used to provide customers with information about the status of mailings within the USPS network. For more information regarding
our privacy policies visit www.usps.com/privacypolicy.

“ Cance'

Package Options
Set the Package option that you use the most as a default when you create labels.

a) Selectthe toggle down arrow to expand the Package options preferences section.
b) Select Edit on the top right of the section and an expanded form will appear.

Package Options 7

m
=3
X
o]
T
=
>

Set the package option you use the most as a default when you create labels.

Preferred package type is not specified

10



c)

Select a Package Type Preference — USPS® Flat Rate Packaging, Custom Packaging, or Letter &
Large Envelope Packaging.

Package Options
Set the package option you use the most as a default when you create labels.

UsSPS® Flat Rate Packaging
Chocse your Package Type

Q USPS® Flat Rate Packaging
() 1am shipping a package
(0 1am shipping a letter or large envelope

“

USPS Flat Rate Packaging: if this option is selected, nothing else is required. Select Save to
finalize this preference.

| am Shipping a Package: if this option is selected, you will be required to enter the Package
weight, dimensions, and girth (optional). Select Save to finalize this preference.

USPS® Flat Rate Packaging

Choose your Package Type

(O) USPS® Flat Rate Packaging

© | am shipping a package

O | am shipping a letter or large envelope

*What is the weight of your package?
0 O] ‘ Ibs I 0 @ | ozs
Enter the weight in pounds (whole numbers only, minimum 0). Enter the weight in ounces (whole numbers from 0 to 18).
Please enter a valid weight in pounds. Please enter a valid weight in ounces.
*What are the dimensions of your package?
Length Width Height
0 © in I 0 0] in a 0] in

[] This package isn't a standard, rectangular box.

Do any of the below characteristics apply to your package? @

Mone ~ l

| am Shipping a Letter or Large Envelope: if this option is selected, you will be required to
enter the Package weight, dimensions, thickness, and girth (optional). Select Save to finalize
this preference.

11



g

USPS® Flat Rate Pac kaging
Choose your Package Type

() USPS® Flat Rate Packaging
(C) 1 am shipping a package
Q 1 amshipping a letter or large envelope

"What is the weight of your package? ®

l 0 [0} ‘ Ibs 0 @O | oz= l
Enter the weight in pounds (whole numbers anly, minimum ). Enter the weight in ounces (whole numbers from 0 to 15).

Please enter a valid weight in pounds. Please enter a valid weight in ounces.

"What are the dimensions of your package? (§)

Length Height Thickness

in

0 0] 0 o]

[ This mail is rigid, non-rectangular, non-uniformly thick, wrapped in plastic, or includes closures suct

“ Ganee!

Less than 1/4"
Between 1/4" and 3/4"

Greater than 3/4

Click Save to save any changes and set your Package option preferences.

Lebel Manager /  Shipping History / Address Book [ T T —— r—: Co———2 D """;(r; s New Label

(& Success! Updated Package Options Preference

Hi, Frederick. Set up your Click-N-Ship PP

Specify preferences to help streamline the label creation process. You may update your preferences at any time.

Default Create a Label Experience -

We offer our Create a Label classic view and a Create a Label quick flow with less guidance to create labels. Set your default Create a Label experience for desktop screens. This will
not affect your experience on mobile devices. You can change it anytime.

Default Filtering & Sorting
Set your default sort and filter criteria for Flat Rate and Custom packaging options to speed up your
label creation.

a)
b)

Select the toggle down arrow to expand the section.
Click Edit and an expanded form will appear.

Default Filtering & Sorting S Edit -

Set your default sort and filter criteria for Flat Rate and Custom packaging options to speed up your label creation.

Flat Rate Default Sort Custom Packaging Default Sort
Price Price

12



Select a Flat Rate Default Sort.

Select a Custom Packaging Default Sort.

Select a Flat Rate Default Filter from the options available in the dropdown.
To save your new preferences, select Save.

Default Filtering & Sorting

Set your default sort and filter criteria for Flat Rate and Custom packaging options to speed up your label creation.

Flat Rate Default Sort Custom Packaging Default Sort
Price Price Delivery
Time Time
"Fiat Rate Default Filter
‘ All ~ ‘

“ cance'

Favorites
Save favorite packaging options to create new labels more quickly.

a)
b)

c)

Select the toggle down arrow to expand the favorites preferences section.
Click Add Favorite within the Favorites section and an expanded form will appear.

Favorites

Save favorite service and mailpiece types to create labels faster.

Favorite Name Service Type Mailpiece Type Value Weight

You do not currently have any Favorites. To add a new Faverite, click "Add Favarite" below.

Name your Package and select a Service Type.

13



Add Favorite

Save favorite packaging options to create new labels more quickly.

Nems of Favortte

[fe=

Sarvics Type

Selact a sanvice type

Priority Mail®

Pricrity Mail® Exprass

Priority Mail® Cubic

USPS Ground Advantage®

USPS Ground Advantage® Cubic
Priority Mail® International

Priority Mail® Exprass Intermnaticnal

First Class Package International Service

First Class Mail

Connact Local™

Connact Local™ Mail

d) Select aPackage Type.
i Note: First-Class Mail Services is now available within Favorites.

Add Favorite
Save favorite packaging options to create new labels more quickly.

Name of Favorite

Service Type

First Glass Mail

Package Type

Select a package type

Select a package type

First-Class Mail Letters
First-Class Mail Large Envelopes




e) Enter aPackage Value (up to and including $5,000.00) and depending on the Service and
Package Type selected, you will be required to enter more details such as the weight and
dimensions to proceed with saving it as a Favorite:

Add Favorite

Save favorite packaging options to create new labels more quickly.

Mame of Favorite

ABCD l
Sarvice Typs

First Class Mail ~ l
Pacxags Typs

First-Class Mail Large Ervelopes “ l

“Package Velue (snter a velue up to and Including §5,000)

[[o ]

“PECKIgS Weignt

0 o© | e ] l 0 o | o= l
Entar tha weight In pounds (whols numbars only, minimum 0. Entar the waight In ouncsas (whobs numibers from 0 to 16).
Please enter a valid weight in pounds. Please enter a valid weight in ounces.

“PaCcKags Dimenslons

Pacags Langtn Packags Halgnt Thicknass

0 @ | n 0 @in]lSelecl @~ | in

Enter the packags length in Enter the peckags height In
Inches (requirad, whole Inches {requirad, whols
number). number).

Please enter a valid value  Pleass anter a valid value
for length. All two for height. All two
dimensions must be dimensions must be
greatar than 0. greater than 0.

O This mail is rigid, non-rectangular, non-uniformiy thick, wrapped in plastic, or includes closures such as
clasps. (1)

f) Oncefinished, click on Save to save your updated preferences selections. When creating a
label, select “Start from Favorite” to generate a label based on your favorite preferences.

Favorites -

Save favorite service and package types to create labels faster.

Favorite Name Service Type Package Type Value Weight

ABCD First-Class Mail® Latter 0 4lbs B ozs Edit | Bemove

+ Add Favorite

15



USPS Connect
Set how far you are willing to travel to drop off USPS Connect® Package by setting your radius and

location type map preferences.

a) Selectthe toggle down arrow to expand the USPS Connect® preferences section.
b) Select Edit on the top right of the section and an expanded form will appear.

USPS Connect # Edit |5 Clear o
Set how far you are willing to travel to drop off USPS Connect® Mailpieces.
USPS Connect® Radius Preference Filter Map View by Location Type
20 mi
USPS Connect® Local v

USPS Locations

Vancouver
-]

Seattle
)

Ottawa,
o
Toronte”
Q
Datroit Boston
Chicago o o
Hew York
o
Dbunvar -
St. Louis Washington
San Francisco 13
o
Los Angeles Atbnga
2 6
Dallas
o
Houston
» o
Mantarrey. Miami

c) Selectthe USPS Connect® Radius Preference dropdown and selecting a radius from the
options listed.



USPS Connect

Set how far you are willing to travel to drop off USPS Comnact® Mailpiscas.

USPS Connect Radius Preference Filter Map View by Location Type

Select Radius v USPS Connect Local A

1 Mile

5 Miles
10 Miles
20 Miles
30 Miles
50 Miles
100 Miles

Calgary

..\,,\‘\‘_ - \l i \\ Ontario ) fIL\‘Jf‘:t —_— 7‘ > ‘
| 7L
\

X \\\o |
By i) |
‘-?vmmr ( &
= L\
©
v \ < Montana
™ { South Pakota
Idaha
Sregor

{ wpomng |

Nabraska

UNITED
TSTATE
b

Giclahema

| Arkanses

d) To Filter the Map View by Location Type (USPS Connect® Local or USPS Connect® Regional),
select the Filter Map View by Location Type dropdown and select your option.

USPS Connect

Set how far you are willing to travel to drop off USPS Connect® Mailpieces.

USPS Connect Radius Preference Filter Map View by Location Type

l Select Radius ~

ct Local

IUSPS Connect Regional

Ontario ’ E‘}\—\‘Jﬂf_ —_— _. ‘

ety \ |
by |
1 |
f | |- b
. - North Dakots |
{ montana A 1
L South Pakota
Idaho 5 -

Wyeming |

i ! 3

A

Penneylvania \J— '

R

Nebraska

1 UNITED
Nevada utan | STATE

- célerade
. pus

Mizsouri

Cilahoma ™
~ L Arkansas

rizona | Mo maxico l\__\_h_ \t | e
{
Dallss
o I I\Jlsewms\ .

Toxas

¥
l F

e) Once finished, click on Save to save your updated preferences selections.



USPS Connect
Set how far you are willing to travel to drop off USPS Connect® Mailpieces.

USPS Connect Radius Preference Filter Map View by Location Type

I Select Radius V] l USPS Connect Local v

Conee

USPS Locations

Ontario

UNITED onl -'”‘"”’nr-nmpm

Denver
o STATES o

Print Settings
Specify a preferred label printing format.

a) Selectthe toggle down arrow to expand the print settings preferences section.
b) Select Edit on the top right of the section and an expanded form will appear.

Print Settings

Specify preferred label printing format.

Print Preferences

No Label Printing Preferences are set

c) Selectthe printing format for your labels by clicking on the dropdown button and choosing a
default Label Printing Format.

18



Print Settings

Specify preferred label printing format.

Print Preferences

Select printing format for your labels.
Label Printing Format @

Standard (8.5 x 11) - With recsipt, one label per page -

Label Printer Compatible {4 x 6) 1 page sheet

Label Printer Compatible (4 x 5) 1 page sheet
Standard (8.5 x 11) - With receipt, one label per page
Standard (8.5 x 11) - Without receipt, two labels per page

Print later at Post Office

Choose if you would like to hide the postage amount displayed on your Click-N-Ship labels.

d) Once finished, click on Save to save your updated preferences selections.

Print Settings
Specify preferred label printing format.
Print Preferences

Select printing format for your labels.
Lensl Arinting Formst - @)

Standard (8.5 x 11) - With receipt, one labal per page ~ ]

Cance'

Hide Postage on Label
Set a preference to hide the postage amounts displayed on your Click-N-Ship® labels. You can hide
postage by Service Type, and you can choose specific addresses to hide postage from.

a) Selectthe toggle down arrow to expand the hide postage on label preferences section.
b) Select Edit on the top right of the section and an expanded form will appear.

19




Hide Postage on Labels Vd

|n'|
=3
=
X
©
[0
£
»

Ghoose if you would like to hide the postage amount displayed on your Glick-N-Ship labels.

Hide Postage Amount on Label by Service Types Hide Postage Amount on Label for Selected Addresses
Priority Mail Express® Addresses to hide postage are not set
Priority Mail®

Priority Mail® Gubic

USPS Connect® Local

USPS Connect® Local Mail
USPS Connect® Regional

USPS Ground Advantage™
USPS Ground Advantage™ Cubic

c) Hide postage preferences by service type by choosing the mail classes you wish to hide
postage displayed on your labels for.
i. Note: this preference will apply to all labels created via Single Label Creation and File
Upload (Import Labels).
d) Hide postage preferences by address by using the Address Book to add labels to the list
below that you wish to hide postage displayed on your labels for:
e) Click Save to save any changes and set your suppressed postage preferences.

Hide Postage on Labels

Choose if you would like to hide the postage amount displayed on your Click-N-Ship labels.

You can hide postage by Service Type and you can choose specific addresses to hide postage from.

Hide Postage Preferences by Service Type Hide Postage Preferences by Address
Choose the mail classes you wish to hide postage displayed on your labels for: Use the Address Book to add labels to the
SPS Connect® Local list below that you wish to hide postage
USPS Connect® Local Mail displayed on your labels for:
B USPS Connect® Regional
USPS Ground Advantage™ I Add From Address Book I

( C ) USPS Ground Advantage™ Cubic
Priority Mail®
Priority Mail® Cubic
B Friority Msil Express® ( e )

Preferences for Business Accounts

Within Preferences for Business Accounts, you will be able to update your preferred settings when
creating labels using the Click-N-Ship® application to maximize your user experience.

1) Navigate to Preferences
a) Clickonthe Preferences tab located on the landing page.

20



Click-N-Ship® \of can

Label Manoger | Shipping Hisiory | Addrass Bosk | USPS Comnect® | Direct Comnect | SCAN Forms

Hi Britta ny! l Enter & Label or Tracking Nurnber to View Label Details %) l
Account #:

b) By default, the preferences will be in a condensed view. To view more detailson a
specific preference section, select the toggle down arrow on the right-hand side of the
preference.

Label Manager / Shipping History / AddressBook / USPSConnect® / DirectConnect / Preferences / SCAN Forms New Label

Hi, Johnny. Set up your Click-N-Ship preferences to make shipping easier.

Specify preferences to help streamline the label creation process. You may update your preferences at any time.

Default Create a Label Experience v

We offer our Create a Label classic view and a Create a Label quick flow with less guidance to create labels. Set your default Create a Label experience for desktop screens. This will
not affect your experience on mobile devices. You can change it anytime.

Sender Details

Specify the return address on the label. This does not change the customer registered address. You can add multiple and set one for default.

Shipment Notifications g Edit X Clear v

Sign up for email/SMS text updates. Set preferences for sender and recipient contact for package journey updates.

Purchase Labels on Another Account
Set a preference to utilize an Enterprise Payment System (EPS) billing account of another user to
create, purchase, and ship label(s) on their behalf.

a) Click Edit” under Purchase Labels on Another Account. An expanded form will appear.

21



Hi, Ted. Set up your Click-N-Ship preferences to make shipping easier.

Specify preferences to help streamline the label creation process. You may update your preferences at any time.

Purchase Labels on Another Account

,‘ Edit 5 Clear

Shipping on behalf of someone else? Selecting a payer account allows you to use their Enterprise Payment System (EPS) billing
account. Any additional benefits you have will not be reflected while using a payer account.

Billing Account

An alternate Payer preference is not set.

b) To choose an EPS Billing Account of another user, select an account from the dropdown and

c)

select Save Account.

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.
To switch back to using your personal EPS Billing Account, select Switch To My Account.

Purchase Labels on Another Account

Shipping on behalf of someocne else? Selecting a payer account allows you to use their Enterprise Payment System (EPS) billing
account. Any additional benefits you have will not be reflected while using a paysr account.

Billing Account

Select Account

95160497 1000013124

Switch To My Account Cancel
(b) (c)

Address Book Contact Sharing
Set a preference for sharing contacts with your company.

a)

Select the Address Book Contact Sharing toggle down to expand the preference. Once
expanded, select the Always Share New Contacts toggle to ON to activate the preference.

Note: You can default to always share new contacts to save some time. When this toggle is

on, 'Share with Company' will be default when creating a new contact.

22




Address Book Contact Sharing -

Set your preferences for sharing contacts with your company

Always shara new contacts ‘ On

You can default to always share new contacts to save some time. When thia toggle iz on, "Share with Company’ will be default when creating a new
contact.
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