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Shipping History Overview

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

The Shipping History is split up into three main sections. Within these sections you can view,
search, and manage your shipping history, including requesting refunds, reprinting labels, and
exporting your records:

1) The Click-N-Ship® Order History
2) The Click-N-Ship® Dashboard
3) The Click-N-Ship® Archived History

Click-N-Shipe

Label Manager | | Shipping History | Address Book | USPS Connect / Direct Connect | Preferences

Shipping History

View, search, and manage your shipping history, including requesting refunds, reprinting labels, and exporting your records on this page.

Order History Dashboard Archived History

This user guide will cover all the functionalities and features available within the Click-N-Ship®
Shipping History and each of its sections 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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Click-N-Ship Order History

Within the Click-N-Ship® Order History, you will be able to view all the previous Orders, Labels, and
Transactions that you have made using the Click-N-Ship® application.

1) Access the Click-N-Ship® Order History
a) Click on Shipping History tab in the navigation menu.

Lebel Manager Shipping History |/ Address Book [ USPS Connect® [/ Direct Connect [/ Preferences [ SCAN Forms

Hl Brittany! Enter & Label or Tracking Number to View Label Details m l
Account #:

b) By default, you will be in the Order History view.

Click-N-Ship® o car

Label ! ipping History / Address Book / USPS Connect® / DirectConnect / Preferences / SCAN Forms New Label
Order History Dashboard Archived History
Export All Orders

Start Date End Date

mmvadyyy & ]

mm/ddAyyy =] ]

Search by Order / Transaction Number

l KO- KOO XK | [ Label Number V‘ Search ] l Payment Method vl | Shipper




Searching for Orders within Order History
Within the Order History, you’ll be able to filter the search for your purchased orders by different

filters.

Search by Date Range
a)

Select the Calendar icon from the Start Date section and select a date.

‘Order History Dashboard Archived History
Export All Orders
Start Date nd Date

mm/ddAyyyy =] l mm/ddryyyy l
February 2025 ~ T b
Su Mo Tu We Th Fr Sa l I Label Number  ~ | Search ] Payment Method v Shipper vl
28 27 28 29 30 3 1
2 3 4 5 L T 8
9 10 1 12 13 14 15 < >
16 17 18 19 20 21 22
23 24 25 26 27 E 1 Date c Labels Payment Method Shipper Total c
2 3 4 5 L T 8

$34-79a92cdd097 January 7, 2025 1 AMEX-1008 $44.80
Clear Today View Order

b) Selectthe Calendaricon from the End Date section and select a date.

‘Order History Dashboard Archived History
Export All Orders
Start Date End Date
01/01/2025 =] l l mmvddryyyy l
Search by Order / Transaction Number || February 2025 + T
| DOOCCOOOOOCL-X000(-00000( Su Mo Tu We Th Fr Sa ~ Search ] Payment Method ~ Shipper ~
26 27 28 29 30 31 1
2 3 4 5 & 7 8
Orders (1) 9 10 11 12 13 14 15 < >
16 17 18 19 20 21 22
O Order £ 23 24 25 26 27 E P Labels Payment Method Shipper Total £
2 3 4 5 6 7 8
O £8bc2781-aec2-4bad ary 7, 2025 1 AMEX-1008 544.80
Clear Today View Order

c)
displayed in the Orders Table.

Once the Start and End Date are selected, the associated order(s) will automatically be



‘Order History Dashboard Archived History E All Ord
xport lers

Start Date End Date

01/01/2025 l

02113/2025 l

Search by Order / Transaction Number

l JCOCOCOCO0L-JOOOL OO0 ] I Label Number  ~ | Search ] Payment Method v Shipper -
Orders (1) < >
O Order £ Date £ Labsls Payment Method Shipper Total

O €9bc2781-aec2-4bad-a234-79a82cdd097 January 7, 2025 1 AMEX-1008 $44.80
View Order

Search by Order / Transaction Number

a) Enterthe Order or Transaction Number in the Search by Order / Transaction Number textbox
(please do notinclude any dashes or special symbols in the text box, otherwise the order will
not populate as needed).

Order History Dashboard Archived History E All Ord
Xport lers

Start Date End Date
mm/ddryyyy = ] mmvddryyyy i ]
Search by Order / Transaction Number
l XOCOCOOOOOC{-O00E-00000( ] Label Number v Search ] Payment Mathod v Shipper ~
Orders (6) < >
Order £ Date £ Labels Payment Method Shipper Total £
v v o PP v

D e9bc2781-aec2-4bad-a234-79a32cdd09f7 January 7, 2025 1 AMEX-1008 $44.80
View Order

b) Once the Order or Transaction Number is entered, the associated order will automatically be
displayed in the Order Table.



Order History Dashboard Archived History E All Ord
xport ers

Start Date End Date
mm/dd/yyyy =] l mm/dd/yyyy =] ]
Search by Order / Transaction Number
85538814226d4cb1bags0c35M083994b | [ Label Number ~ | Search ] Payment Method v l Shipper v
Orders (1) < >
O Order C Date C Labels Payment Method Shipper Total c

D B85538814-226d-4cb1-bad6-0c35fb83994b November 14, 2024 1 DISCOVER-5067 $598
B View Order

Search by Label Number
a) Clickonthe action dropdown and select Label Number. Once selected, enter the 22-digit
Label Number associated with a specific order in the Search textbox.

Order History Dashboard Archived History
Export All Orders

Start Date End Date

8

mm/ddiyyyy

mm/adryyyy ]

Search by Order / Transaction Number

| OO0 P00 20000 ] Label Number ~ [ Search I

Payment Method ~

Shipper v

Label Number

Recipient Name

Orders (6)

Recipient Email
Recipient Address Labels Payment Method Shipper Total £

Refund Transaction

I:‘ - » - - g 25 1 AMEX-1008 $44.80
Batch Name View Order

b) Oncethe Label Number is entered, the associated order(s) will automatically be displayed.



Order History Dashboard Archived History
Export All Orders

Start Date End Date
mm/dd/yyyy ] mm/ddsyyyy & ]

Search by Order / Transaction Number

I SOCOOOOOOOMK OO0 ] { Label Mumber  ~ | 0434830109355016271155 I Payment Method ~ Shipper ~
Orders (1) < >
O Order Date Labals Payment Mathod Shipper Total

(] 5d5a721e-0c23-4c8f-afb7-fe1713262dec November 14, 2024 1 DISCOVER-5067 $5.98
L] View Order

Search by Recipient Name
a) Clickonthe action dropdown and select Recipient Name. Once selected, enter the Recipient
Name associated with a specific order in the Search textbox.

Order History Dashboard Archived History e Al Ord
xport ers

Start Date End Date
mmyddsyyyy & mm/dd/yyyy & ]
Search by Order / Transaction Number
l POOCOCOTOO-XOOK-X00000 l Recipient Name  ~ § ‘Yufien I Payment Method ~ Shipper ~

Label Number
0 d 1 Recipient Name
rders
( ) Recipient Email < «

D Order c 22 LRI Labels Payment Method Shipper Total c

Refund Transaction

O 5dba721e-9c23-4c8f-afb7-fe17f3262deg d, 2024 1 DISCOVER-5067 $5.08
S "

b) Once the Recipient Name is entered, the associated order(s) will automatically be displayed.
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Order History Dashboard Archived History
Start Date End Date
mm/ddiyyyy l mmiddiyyyy ]

Search by Order / Transaction Number

Export All Orders

| COCOCOOOOCE-XOON-00000C l Recipient Name  ~ ‘ Yufien ] Payment Method ~ Shipper ~
Orders (1) < >
|:| Order c Date c Labels Payment Method Shipper Total c
D 5d5ar21e-8c23-4cBi-afb7-fe17i3262dec November 14, 2024 1 DISGOVER-5067 $5.98 )
B View Order

Search by Recipient Email
Click on the action dropdown and select Recipient Email. Once selected, enter the Recipient
Email associated with a specific order in the Search textbox.

a)

b)

Order History Dashboard Archived History
Start Date End Date
mm/ddAyyy & l l mmddryyyy & l

Search by Order / Transaction Number

Export All Orders

| HOCOCCOCOC- 2000200000 ] Recipient Email Search I Payment Method v l Shipper v

Label Number
Recipient Name

Orders (6) < >
Recipient Email

O order 3 FEEETRTEEEE Labels Payment Method Shipper Total 3
Refund Transaction

[l €9bc2781-aec2-4bad-a234-79a92cdd0g 25 1 AMEX-1008 $44.80
=G B View Order

Once the Recipient Email is entered, the associated order(s) will automatically be displayed.

11



‘Order History Dashboard Archived History E All Ord
xport ers

Start Date End Date
mm/ddAyyy l mm/ddAyyy l

Search by Order / Transaction Number

| JOOCOOOCOOC- 000200000 ] Recipient Email Search | Payment Mathod w Shipper w
Orders (6) <
O Order Date Labels Payment Method Shipper Total

O e9bc2781-a862-4bad-a234-79a92cdd09T7 January 7, 2025 1 AMEX-1008 $44.80
B View Order

Search by Recipient Address
a) Clickonthe action dropdown and select Recipient Address. Once selected, enter the
Recipient Address associated with a specific order in the Search textbox.

Order History Dashboard Archived History
Export All Orders

Start Date End Date
mm/ddryyyy & mm/ddiyyyy & l
‘Search by Order / Transaction Number
l XCOCCOCCOTL-2000(-200000C ] Recipient Address v Search I Payment Method ~ Shipper ~
Label Number

Recipient Name

Orders (6) < >

Recipient Email
O order & | e Labels Payment Method Shipper Total &

Refund Transaction

O £9bc2781-aec2-4bad-a234-79a07cdd0d 25 1 AMEX-1008 $44.80
EEEINITE 18 View Order

b) Once the Recipient Address is entered, the associated order(s) will automatically be
displayed.
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‘Order History Dashboard Archived History £ All Ord
xport lers

Start Date End Date
mm/ddsyyyy & ] mmvddiyyyy & l

Search by Order / Transaction Number

[ JOCO00O0O00-X000(-X00000C ] Recipient Address 331| I Payment Method ~ Shipper ~
Orders (1) < >
O Order Date £ Labels Payment Method Shipper Total

D €9bc2781-aec2-4bad-a234-79a92cdd 097 January 7, 2025 1 AMEX-1008 $44.80 )
View Order

Search by Refund Transaction
a) Clickonthe action dropdown and select Refund Transaction. Once selected, enter the Refund
Transaction Number associated with a specific order in the Search textbox.

Order History Dashboard Archived History
xport ers

Start Data End Data
mm/dd/yyyy =] l mm/ddryyyy i l
Search by Order / Transaction Number
l POCOTOOTOOT-XOK-X00000K | Refund Transaction~ | Search I Payment Method ~ l Shipper ~
Label Number
Recipient Name
Orders (6) < >
Recipient Email
| order & BESPIER IS Labels Payment Method Shipper Total 3
Refund Transaction
O

g 25 1 AMEX-1008 $44.80
"

b) Once the Refund Transaction Number is entered, the associated order(s) will automatically
be displayed.
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Order History Dashboard Archived History
Export All Orders

Start Date End Date

mm/dd/yyyy ] ] mmvddiyyyy & ]
Search by Order / Transaction Number
| OOOOOOOOCOL-DCO0M-200000C ] Refund Transactionw 2 ] Payment Method v Shipper ~

Orders (1) < >

O Order Date % Labels Payment Method Shipper Total

(] 89bc2781-aec2 -4bad-a234-78a082cdd0SfT January 7, 2025 1 AMEX-1008 $44.80

View Order

Search by Batch Name
Click on the action dropdown and select Batch Name. Once selected, enter the Batch Name
associated with a specific order in the Search textbox.

a)

b)

Order History Dashboard Archived History
Start Date End Dats
mm/ddsyyyy ] mmvddyyyy ]

Search by Order / Transaction Number

Export All Orders

l 2OCOCOOCCOO-XOOOL-X00000K | Batch Mame VI Search I Payment Method ~ Shipper ~

Label Number
Recipient Name

Orders (6) < >
Recipient Email

O order £ [FEEFErATHIEED Labels Payment Method Shipper Total 2
Refund Transaction

O 1 AMEX-1008 $44.80
EHE LS T8 View Order

Once the Batch Name is entered, the associated order(s) will automatically be displayed.
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Order History Dashboard Archived History
Export All Orders

Start Date End Date

mm/ddyyyy =] ] mmvddiyyyy ]
Search by Order / Transaction Numbaer
i FOCCOCOCOTOC-YOU-X00000C I Batch Name v GNS Tracking Test ‘ Payment Method v Shipper hd

Orders (1) < >

|:| Order C Date c Labels Payment Method Shipper Total C

D dbb5da?e-3287-4e66-a3af-f44de69b14fa February 28, 2025 2 EPS-3770 $61.80 .

Ja View Order

Search by Reference Number

a) Clickonthe action dropdown and select Reference Number. Once selected, enter the
Reference Number / Note associated with a specific order in the Search textbox.
i. Note: The Reference Number / Note entered here must be an exact match (non-case
sensitive) to the Reference Number / Note 1 or Reference Number / Note 2 entered in
recipient details section of the create a single label page.

Order History Dashboard Archived History
Start Date End Date
mm/dd/yyyy E I mm/ddiyyyy E ‘

Search by Order / Transaction Number

Export All Orders

20COCCOCCOO-XOOK-000K

] ‘ Hefer’enneNumbervI Search

Payment Method

Label Number
Recipient Name
Orders (178)

Recipient Email

Recipient Address

O Order Labels
Refund Transaction

O 8f8b5a18-58e4-4ad3-8665-28610ab868 _Batch Name 025 1
Reference Number

] 8785125b-334f-4667-ac43-425ce0alabba April 28, 2025 1

Payment Method Shipper
EPS-3770

JG
EPS-3770

JG

Total $

$27.60
View Order

< >
$3.91
View Order

b) Once the Reference Number / Note is entered, the associated order(s) will automatically be

displayed.
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Order History Dashboard Archived History
Export All Orders

Start Date End Date
mm/ddiyyy & l mm/ddAryyy & ]
Search by Order / Transaction Number
OO IO XCO0 J Reference Number v 1234ABGI:‘ l [ Payment Method ~ ]
Orders (1) < >
[} Order C Date C Labels Payment Method Shipper Total c

O 51471be5-8d77-4938-afac-ce928530b646 April 28, 2025 1 EPS-3770 $3.91
View Order

Search by Payment Method
a) Selectthe Payment Method dropdown and select a payment method type.

Start Date End Date

8

mm/ddryyyy =]

mm/dd/yyyy =] l

Search by Order / Transaction Numbar

Order History Dashboard Archived Histol
i/ Export All Orders

[ ]

Batch Name ~ ‘ Search ] Payment Method ~ Shipper

Payment Method
ACH Payment

Orders (139) < >
Trust Account
O Order Date Labels. Payment || Credit Gard

Paypal Account

O Bh50a2e-3287-4666-a3al-144de60014fa February 28, 2025 2 EPS-3TTY Oficial Mail Accounting System

EPS Debit Account

Loyalty Credits

O 505da2p8-p343-4580-ba55-9p82diagb0be February 28, 2025 1 EPS-377! .
JG View Order

b) Once the Payment Method type is selected, the associated order(s) will automatically be
displayed.
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‘Order History Dashboard Archived History
Export All Orders

Start Data End Date

mm/ddAyyyy =] l mm/dddyyyy ]
Search by Order / Transaction Number
l XOOCOCO0000E 0000000 l Batch Name ~ | Search ] Gredit Gard Shipper v

Orders (1) < >

O Order Date £ Labels Payment Method Shipper Total O

O 2037¢900-78e2-4367-9d52-38dc 1£342108 January 7, 2025 1 AMEX-1013 $8.77 i

JG View Order

Search by Shipper Type (Business Accounts)
a) Selectthe Shipper dropdown and select a Shipper type.
i. Note, to view by a different shipper that is not yourself, an organization ID must be set

up and connected.

Order History Dashboard Archived History
Export All Orders
Start Date End Date
mm/dd/yyyy i l mm/dd/yyyy & ]
Search by Order / Transaction Number
I 3000000000 X00OCI0C0C l Batch Name ~ | search l Payment Mesthod Shipper v
Me (Johnny Goode)
Orders (139)
‘Others (All Shippers except for me)
ler ate els 'aymen 10 ipper otal
Order pate Label P 1t Method E Total
O dBb5daZe-3287-4666-a3al-144de60b141a February 28, 2025 2 EPS-3770 $61.80 i
JG View Order

a) Once the Shipper is selected, the associated order(s) for the selected Shipper will

automatically be displayed.
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Order History Dashboard Archived History

Export All Orders

Stan Data End Data
mm/dd/yyyy & l mmvddiyyyy & l
Search by Order / Transaction Number
I XOCOCODOCOX{-X000L-200000¢ l Batch Name v Search ] Payment Method ~ I Me (Johnny Goode) ~
Orders (139) < >
El Order c Date C Labels Payment Method Shipper Total c
| dbb5daZe-3287-4e66-a3af-f44de63bl4fa February 28, 2025 2 EPS-3770 $61.80 N
Je View Order
D 505da2b9-b343-458b-ba55-9b82dfadb0be February 28, 2025 1 EPS-3770 $8.40 N
JG View Order

All Actions for Orders within Order History
Within the Order History, you’ll be able to perform multiple actions to one or multiple orders at a

time.

Export All Order History via CSV File

a) Toexportyour entire Order History at once, select Export All Orders button (this option will
be displayed by default if no orders are selected).

Order History Dashboard Archived History

Export All Orders

Start Date End Date
mm/dd/yyyy & mm/ddryyyy & ]
Search by Order / Transaction Number
[ MOOCOOCOOH SO0 I00000K ] Batch Mame ~ | Search ] Payment Method Shipper v
Orders (139) < >
O Order Date & Labels Payment Method Shipper Total
| debSdaze 32687 4e66-alaf t44de6obl4fa February 28, 2025 2 EPS-3770 $61.80 .
JG View Order
O 505d3260-h343-458b-ba55-0b82dfa0b0be February 28, 2025 1 EPS-3770 $8.40 _
View Order

b) Once selected, an Export Shipping History popup modal will be displayed. Select a time

frame from the Time Period dropdown.
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c)

d)

Export Shipping History

R

Past 7 days Ed

Past 7 days

Past 80 days

Past 00 deys

Custom

Enter your email in the Email section to have the CSV file emailed to you (optional).

X
Export Shipping History

Trne Paricd

Past 30 days e ‘

The CSV file you export will automatically downlkoad in your browser and be sent to the following
email addregs. If the file size excoads the maximurm limit, it will only be sent by email.

Email

=N

Select Export to export the CSV file.
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Export Shipping History

Time Pariod

Past 30 days w ‘

The CSV file you export will automatically download in vouwr browser and be sent to the following
email address. If the file size exceads the maximurm limit, it will only be sent by email.

Email

| |
[ — ]

Export Specific Orders from Order History via CSV File
a) To export specific orders from your Order History, select the checkbox of the Orders that
you would like to export.
b) Selectthe Export Selected Orders button.

‘Order History Dashboard Archived History
Export Selected Orders (2)
Start Date End Date
mm/ddiyyyy & l mm/ddryyyy =] l
Search by Order / Transaction Number
[ JOO0OCOOCOOL-X000-X00000( | Batch Name ~ Search | Payment Method v Shipper v
Orders (139) < >
D Order c Date c Labels Payment Method Shipper Total c
déb5da2e-3287-4e66-adaf-f44de60b14fa February 28, 2025 2 EPS-3770 $61.80 .
JG View Order
505da2b9-b343-458b-bab5-0b82diadblbe February 28, 2025 1 EPS-3770 $8.40 N
JG View Order
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c) Once selected, an Export Shipping History popup modal will be displayed. Enter your
email in the Email section to have the CSV file emailed to you (optional).

Export Shipping History

The C3V file you export will automatically download in vour browsear and be sent to the following
email address. If the file size excoeds the maximum lmit, it will onby be sent by email.

Email

=

d) Select Export to export the CSV file.

Export Shipping History

The CSV file you export will automatically download in vour browsar and be sent to the following
email addrags. If the file size excoads the maximum limit, it will cnly be sent by email.

Email

L=
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View Order Details
a) Toview the details of an order, select the View Order button or the Order ID hyperlink under
the Order section.

Order History Dashboard Archived History
Export All Orders

Start Date End Date
mm/dd/yyyy & mm/ddryyyy & ]

Search by Order / Transaction Number

[ HODCOOCOOC 0000000 ] Batch Name ~ | Search ] Payment Method v Shipper ~
Orders (139) < >
O Order £ Date & Labels Payment Method Shipper Total

D I déb5da2e 3287 4e66-adaf f44de68bl4fa I February 28, 2025 2 EPS-3770 $61.80 N

Ja View Order
D 505da?b8-b343-458b-ba55-9b82dfadb0be February 28, 2025 1 EPS-3770 $8.40 )

Ja View Order

Searching for Labels within Order Details Page
Within the Order Details page, you’ll be able to filter search for your purchased labels by different
filters.

Search by Label Number
a) Select Label Number from the dropdown and enter the Label Number in the Search textbox.

< Back to Order History:

Order # D6B5DA2E-3287-4E66-A3AF-F44DE69B14FA JG Print Labels l l Export All Labels
“only lsbels available for print will be printed

Date Charged to QOrder Total

February 28, 2025 EPS-3770 $61.80 (2 Labels)
Label Number > Search I l mm/ddiyyyy ﬁ ] Shipped Status ~ Payment Status ~ Service Type v
Label Number
Recipient Name

< >
Recipient Email
Recipient Address Recipient C Service Type Tracking Payment Status Cost c
Refund Transaction
= e JANE DOE GP-PFRE CADD0588835US Account Gharged $30.90 :
130 25 AVE SW 2+ CNS Tracking Test .

GALGARY, GA
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b) Once the Label Number is entered, the associated label(s) will automatically be displayed.

< Back to Order History

Order # D6BSDA2E-3287-4E66-A3AF-F44DEG9B14FA JG Print Labels ]

Export All Labels

“only labels eveilable for print will be printed

Date Charged to Order Total
February 28, 2025 EPS-3770 $61.80 (1 Label)
Label Number hd GAI]ODSE.SQOOUS{ I l mm/ddsyyyy ﬁ ] Shipped Status A Payment Status hd Service Type v
Labels (1) < >
|:| Ship Date c Recipient C Service Type Tracking Payment Status Cost c
(] February 28, 2025 JANE DOE CP-PFRE CAD00588900US Account Charged $30.90 .
H
130 25 AVE SW & GNS Tracking Test N
CALGARY, GA

Search Recipient Name
a) Select Recipient Name from the dropdown and enter the recipient’s name in the Search
textbox.

< Back to Order History

Order # D6BEDAZE-3287-4E66-A3AF-F44DEGIB14FA Ja Print Labels | Export All Labels
~only Isbels available for print will be printed
Date Gharged to Order Total
February 28, 2025 EPS-3770 $61.80 (2 Labels)
Recipient Name ~ Search I | mm/dd/yyyy ﬁ ] Shipped Status v Payment Status v Service Type ~
Label Number
Recipient Name
< >
Recipient Email
Recipient Address Recipient C Service Type Tracking Payment Status Gost C
Refund Transaction
JANE DOE GP-PFRE CADD0588895US Account Gharged $30.20
Batch Name
130 25 AVE SW £ CNS Tracking Test m

GALGARY, CA

b) Once the recipient’s name is entered, the associated label(s) will automatically be displayed.
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¢ Back to Order History

Order # D6B5DA2E-3287-4E66-A3AF-F44DE69B14FA JG
Date Gharged to Order Total
February 28, 2025 EPS-3770 $61.80 (2 Labels)

Print Labels | Export All Labels

=only labels available for print will be printed

Recipient Name ~ ] | mm/ddiyyyy E | Shipped Status ~ Payment Status ~ Service Type v
Labels (2) < >
|:| Ship Date c Recipient c Service Type Tracking Payment Status Gost C
D February 28, 2025 JANE DOE CP-PFRE CA000588895US Account Charged $30.90 .
130 25 AVE SW £ CNS Tracking Test .
GALGARY, GA

Search Recipient Email
a) Select Recipient Email from the dropdown and enter the recipient’s email in the Search

textbox.

< Back to Order History

Order # D6BEDA2E-3287-4E66-A3AF-F44DE69B14FA JG Print Labels ] Export All Labels
“only labels available for print will be printad
Date Charged to Order Total
February 28, 2025 EPS-3770 $61.80 (2 Labels)
[ Recipient Email > Search I | mm/ddiyyyy ﬁ | Shipped Status ~ Payment Status v Service Type ~
Label Number
Recipient Name
X >
Recipient Email
Recipient Address Recipient c Service Type Tracking Payment Status Cost c
Refund Transaction
Balch Name JANE DOE GP-PFRE GAQ00588835US Account Gharged $30.90 :
130 25 AVE SW & CNS Tracking Test .
CALGARY, CA

b) Once the recipient’s email is entered, the associated label(s) will automatically be displayed.
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< Back to Order History

Order # D6B5DA2E-3287-4E66-A3AF-F44DEG9B14FA

JG Print Labels l Export All Labels
“only labels available for print will be printed
Date Charged to Order Total
February 28, 2025 EPS-3770 $61.80 (2 Labels)
Recipient Email ~ Search | l mm/ddAyyy ﬁ ] Shipped Status v Payment Status ~ l Service Type ~
Labels (2) < >
|:| Ship Date C Recipient C Service Type Tracking Payment Status Gost C
[l February 28, 2025 JANE DOE CP-PFRE CAD00588835US Account Gharged $30.90 .
H
130 25 AVE SW £ CNS Tracking Test .
GALGARY, GA

Search by Recipient Address

a) Select Recipient Address from the dropdown and enter the recipient’s address in the Search

textbox.

< Back to Order History

Order # D6BEDA2E-3287-4E66-A3AF-F44DE69B14FA JG Print Labels ] Export All Labels
“only labels available for print will be printad
Date Charged to Order Total
February 28, 2025 EPS-3770 $61.80 (2 Labels)
Recipient Email > Search I | mm/ddiyyyy ﬁ | Shipped Status ~ Payment Status v Service Type ~
Label Number
Recipient Name
X >
Recipient Email
Recipient Address Recipient c Service Type Tracking Payment Status Cost c
Refund Transaction
Balch Name JANE DOE GP-PFRE GAQ00588835US Account Gharged $30.90
130 25 AVE SW & CNS Tracking Test
CALGARY, CA

b) Once the recipient’s address is entered, the associated label(s) will automatically be

displayed.
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< Back to Order History

Order # D6B5DA2E-3287-4E66-A3AF-F44DE69B14FA JG Print Labels l Export All Labels
“only labels available for print will be printed
Date Charged to Order Total
February 28, 2025 EPS-3770 $61.80 (2 Labels)
Recipient Email ~ Search | l mm/ddAyyy ﬁ ] Shipped Status v Payment Status ~ l Service Type ~
Labels (2) < >
|:| Ship Date C Recipient C Service Type Tracking Payment Status Gost C
[l February 28, 2025 JANE DOE CP-PFRE CAD00588835US Account Gharged $30.90 .
130 25 AVE SW £ CNS Tracking Test .
GALGARY, GA

Search by Refund Transaction
a) Select Refund Transaction from the dropdown and enter the Refund Transaction ID in the

Search textbox.

< Back to Order History

Order # D6BEDA2E-3287-4E66-A3AF-F44DESIB14FA JG Print Labels | l Export All Labels
“only labels evailable for print will be printed
Date Charged to Order Total
February 28, 2025 EPS-3770 $61.80 (2 Labels)
Recipient Email ~ I Search I l mm/dd/yyyy E | Shipped Status ~ Payment Status ~ Service Type ~
Label Number
Recipient Name
< >
Recipient Email
Pecipient Address Recipient C Service Type Tracking Payment Status Gost C
Refund Transaction
Batch Mame JANE DOE CP-PFRE CA000588895US Account Charged $30.90 :
130 25 AVE SW £ CNS Tracking Test .
CALGARY, CGA

b) Once the refund transaction ID is entered, the associated label(s) will automatically be

displayed.
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€ Back to Order History

Order # D6B5DA2E-3287-4E66-A3AF-F44DE69B14FA

JG Print Labels | Export All Labels
“only labels available for print will be printed
Date Charged to Order Total
February 28, 2025 EPS-3770 $61.80 (2 Labels)
Refund Transaction ~ Search ] \ mm/ddfyyyy | Shipped Status N Payment Status A Service Type ~
Labels (2) < >
O Ship Date c Recipient C Service Type Tracking Payment Status Cost C
] February 28, 2025 JANE DOE CP-PFRE CADD0588895U5 Account Gharged $30.90 .
130 25 AVE SW £ CNS Tracking Test .
GALGARY, GA

Search by Batch Name
a) Select Batch Name from the dropdown and enter the Batch Name the Search textbox.

< Back to Order History

Order # D6B5DA2E-3287-4E66-A3AF-F44DEG9B14FA

JG

Print Labels | Export All Labels

“anly labels available for print will be printed

Date Charged to Qrder Total
February 28, 2025 EPS-3770 $61.80 (2 Labels)
Batch Mame ~ | search I l mm/ddAyyyy i l Shipped Status ~ Payment Status ~ Service Typs -
Label Number
Recipient Name
< >
Recipient Email
Recipient Address Recipient c Service Type Tracking Payment Status Cost C
Refund Transaction
Batch Name JANE DOE CP-PFRE CAD00588895US Account Charged $30.90 :
130 25 AVE SW £ CNS Tracking Test .
GALGARY, CGA

b) Once the Batch Name is entered, the associated label(s) will automatically be displayed. The
labels associated with a batch will have the batch name and symbol displayed below the

service type.
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< Back to Order History.

Order # D6B5DA2E-3287-4E66-A3AF-FA44DEGIB14FA JG Print Labels | Export All Labels
“only labels aveilable for print will be printed
Date Charged to Order Total
February 28, 2025 EPS-3770 $61.80 (2 Labels)
Batch Name ~ Search | i mm/dd/yyyy ﬁ I Shipped Status ~ Payment Status hd Service Type hd
Labels (2) < >
D Ship Date C Recipient C Service Type Tracking Payment Status Cost c
O February 28, 2025 JANE DOE CP-PFRE CAQ00588895U8 Account Charged $30.90 .
e -
CALGARY, CA
D February 28, 2025 JANE DOE CP-PFRE CAQ00583900US Account Charged $30.90 .
130 25 AVE SW I £ CNS Tracking Test I -
CALGARY, CA

Search by Reference Number
a) Select Reference Number from the dropdown and enter the Reference Number / Note in the
Search textbox.
i Note: The Reference Number entered here must be an exact match (non-case
sensitive) to the Reference Number / Note 1 or Reference Number / Note 2 entered in
recipient details section of the create a single label page.

¢ Back to Order History

Order # 51471BE5-6D77-4938-AFAC-CE928530B646 JG Print Labels } Export All Labels
“anly labels available for print will be printed
Date Charged to Order Total
April 28, 2025 EPS-3770 $3.91 (1 Label)
Recipient Name v I Search I [ mm/ddAyyyy E ] [ Shipped Status v Payment Status v Service Type v
Label Number
< >

Recipient Name
Recipient Email

Recipient Address A A
| Recipient Service Type Tracking Payment Status Cost

Refund Transaction
Batch Name JOHNNY BROWN GA-CP 9400130109355063799167 Account Charged $3.91
Iy

5606 SMU BLVD
DALLAS, TX 75208-5018

Reference Number
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b) Once the Reference Number / Note is entered, the associated label(s) will automatically be

displayed.

< Back to Order History

Order # 51471BE5-6D77-4938-AFAC-CE928530B646 JG
Date Charged to Order Total
April 28, 2025 EPS-3770 $3.91 (1 Label)

Print Labels }

Export All Labels

“only labals aveilabla for print will ba printad

Reference Number w 1234ABCd mm/ddfyyyy ] [ Shipped Status v Payment Status N } [ Service Type ~
Labels (1) < >
N Ship Date C Recipient C Service Type Tracking Payment Status Cost C
[l April 28, 2025 JOHNNY BROWN GA-GP 9400130109355063799167 Account Gharged $3.91 .
5608 SMU BLVD -
DALLAS, TX 75208-5018

Search by Date

a) Selectthe calendaricon from the Date section.

< Back to Order History

Order # D6B5DA2E-3287-4E66-A3AF-F44DEG9B14FA JG Print Labels l Export All Labels
“anly labels available for print will be printed
Date Gharged to Order Total
February 28, 2025 EPS-3770 $61.80 (2 Labels)
Batch Name v Search \ mm/ddsyyyy ] | Shipped Status ~ Payment Status v Service Type v
February 2025 + ™o
Labels (2) Su Me Tu We Th Fr Sa < 5
2% 27 28 29 30 3 1
O Ship Date $ Recipient { 2 3 4 5 6 T 3 ffcking Payment Status Cost {
9 10 1 12 13 14 15
February 28, 2025 JANE DOE 16 17 18 18 20 21 22 4000588895US Account Gharged $30.80 .
130 25 AVE SW :
CALGARY GA 23 24 25 26 27 E 1
2 3 4 5 6 T 8
Clear Today
O February 28, 2025 JANE DOE R — ~/4000588900US Account Charged $30.90 .
130 25 AVE SW 2 CNS Tracking Test -
GALGARY, GA

b) Once the date is selected, the associated label(s) will automatically be displayed.
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< Back to Order History

Order # D6B5SDA2E-3287-4E66-A3AF-F44DE69B14FA JG
Date Gharged to Order Total
February 28, 2025 EPS-3770 $61.80 (2 Labels)

Print Labels ] Export All Labels

“anly labels svailable for print will be printed

Label Number ~ Search | 02/28/2025 E ] Shipped Status v Payment Status v Service Type v
Labels (2) < >
D Ship Date C Recipient C Service Type Tracking Payment Status Cost C
] February 28, 2025 JANE DOE GP-PFRE GADDD588895US Account Gharged $30.90 .
H
130 25 AVE SW £ CNS Tracking Test .
CALGARY, CA

Search by Shipped Status

a) Select a Shipped Status type from the Shipped Status section.

< Back to Order History

Order # D6BSDA2E-3287-4E66-A3AF-F44DE69B14FA JG
Date Charged to Order Total
February 28, 2025 EPS-3770 $61.80 (2 Labels)

Print Labels ] Export All Labels

“anly labels evailable for print will be printed

Label Number ~ | search ] 02/28/2025 =] Shipped Status ~ Payment Status ~ Service Type ~
Shipped Status
Labels (2) < >
Mo
|:| Ship Date c Recipient C Service Type Tracking Payment Status Cost c
[l February 28, 2025 JANE DOE GP-PFRE CA000583835US Account Charged $30.90 .
H
130 25 AVE SW & CNS Tracking Test .
CALGARY, CA

b) Once the Shipped Status is selected, the associated label(s) will automatically be displayed.
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< Back to Order History,

Order # D6B5DA2E-3287-4E66-A3AF-F44DEG9B14FA JG Print Labels | Export All Labels

=only labels available for print will be printed

Date Gharged to Order Total
February 28, 2025 EPS-3770 $61.80 (2 Labels)
Label Number b Search l 02/28/2025 ﬁ ] Mo v Payment Status e l Service Type ~
Labels (2) < >
D Ship Date 0 Recipient c Service Type Tracking Payment Status Cost C
D February 28, 2025 JANE DOE CP-PFRE CAD00588895US Account Gharged $30.20 .
130 25 AVE SW £ CNS Tracking Test .
CALGARY, CA
] February 28, 2025 JANE DOE CP-PFRE CAD00588900US Account Gharged $30.90 .
130 25 AVE SW & CNS Tracking Test .
CALGARY, CA

Search by Payment Status
a) Select a Payment Status type from the Payment Status section.

< Back to Order History

Order # D6B5DA2E-3287-4E66-A3AF-F44DEGOB14FA JG Print Labels ]

Export All Labels

“only labels eveilable for print will be printed

Date Charged to Order Total
February 28, 2025 EPS-3770 $61.80 (2 Labels)
Label Number ~ Search ] | mm/dd/yyyy ﬁ | Shipped Status ~ Payment Status hd Service Type hd
Payment Status
Account Gharged
Labels (2) < >
Refunded
D Ship Date C Recipient C Service Type Tracking Paym)| Refund Failed
Refund Pending
O February 28, 2025 JANE DOE CP-PFRE GADD0588895US Accor Refund Cancelled :
130 25 AVE SW 2 GNS Tracking Test .
GALGARY, GA

b) Once the Payment Status is selected, the associated label(s) will automatically be displayed.
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€ Back to Order History

Order # D6B5DA2E-3287-4E66-A3AF-F44DEGIB14FA Ja Print Labels ] Export Al Labels
“only labels evailable for print will be printed
Date Charged to Order Total
February 28, 2025 EPS-3770 $61.80 (2 Labels)
Label Number ~ Search | \ mm/ddAyyy ﬁ | Shipped Status hd i Account Charged v Service Type hd
Labels (2) < >
|:| Ship Date c Recipient c Service Type Tracking Payment Status Cost c
D February 28, 2025 JANE DOE GP-PFRE GA000588895US Account Gharged $30.20 .
130 25 AVE SW 2 CNS Tracking Test .
CALGARY, CGA
[l February 28, 2025 JAME DOE CP-PFRE CA000588900US Account Charged $30.90 .
130 25 AVE SW £ CNS Tracking Test .
CALGARY, CA

Search by Service Type
a) Select a Service Type from the Service Type dropdown.

< Back to Order History

Order # D6B5DA2E-3287-4E66-A3AF-F44DEG9B14FA JG Print Labels l Export All Labels
“only labels available for print will be printed
Date Gharged to Order Total
February 28, 2025 EPS-3770 $61.80 (2 Labels)
Label Number ~ Search | l mm/ddiyyyy ﬁ ] Shipped Status ~ | Payment Status ~ Service Type
Service Type
Priority Mail®
Labels (2)
Priority Mail® Express
D Ship Date C Recipient c Service Type Tracking Payment Status Gost c Priority Mail® Gubic
USPS Ground Advantage®
O February 28, 2025 JANE DOE CP-PFRE CAD00588895US Account Charged $30.90 USPS Ground Advantage® Cubic
130 25 AVE SW 2 GNS Tracking Test
CALGARY, GA Priority Mail® International
Priority Mail® Express International
O February 28, 2025 JANE DOE GCP-PFRE CAD00588900US Account Charged $30.90 First Glass Package International Service
130 25 AVE SW 2 GNS Tracking Test
CALGARY, CA Connect Local™
‘Gonnect Local™ Mail

b) Once the Service Type is selected, the associated label(s) will automatically be displayed.

32



< Back to Order History

Order # D6BSDA2E-3287-4E66-A3AF-F44DEG9B14FA JG Print Labels | Export All Labels
“only labels evailable for print will be printed
Date Charged to Order Total
February 28, 2025 EPS-3770 $61.80 (2 Labels)
Label Number ~ Search | \ mm/ddryyyy E ] \ Shipped Status ~ ] | Payment Status ~ | Priority Mail® International~
Labels (2) < >
D Ship Date C Recipient C Service Type Tracking Payment Status Cost C
] February 28, 2025 JANE DOE CP-PFRE CA000588835U5 Account Charged $30.90 .
130 25 AVE SW # GNS Tracking Test .
CALGARY, CA

O February 28, 2025

JANE DOE CP-PFRE GAQ00588900US Account Charged $30.90 m

130 25 AVE SW 2 CNS Tracking Test
CALGARY, CA
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All Actions for Labels within Order Details Page
Within the Order Details page, you’ll be able to perform multiple actions to one or multiple labels at
atime.

a) Select Label(s)
a) Selectthe Checkbox of the specific label(s) that you would like to modify.

< Back to Order History,

Order # D6B6DA2E-3287-4E66-A3AF-F44DEGIB14FA JG Print Labels ] I Export Selected Labels (2)

~only labels available for print will be printed

Date Gharged to Order Total
February 28, 2025 EPS-3770 $61.80 (2 Labels)
Track
Label Number ~ | Search mm/dd/yyyy ﬁ Shipped Status e Payment Status v Service Type
Ship Again
Save as PDF
Note: not all actions are avsilable for 2 . . S R Cancel Create
Labels (2) lrzlarzz sz izl Labels Track Ship Again as PDF nd Refund Return Label < | Refund
Gancel Refund
Ship Date c Recipient c Service Type Tracking Payment Status GCost c
Greate Return Label
February 28, 2025 JANE DOE CP-PFRE ‘CAQ00588895U5 Account Gharged $30.90 | .
130 25 AVE SW 2 CNS Tracking Test j‘

GCALGARY, CA

View USPS Tracking
a) Ifyou would like to view the USPS® tracking for the selected label, select Track.

< Back to Order History

Order # D6B5SDA2E-3287-4E66-A3AF-F44DE69B14FA JG Print Labels ] I Export Selected Labels (2)
“orly labels available for print will be printed
Date Charged to Order Total
February 28, 2025 EPS-3770 $61.80 (2 Labels)
I
Track
Label Number ~ Search mm/dd/yyyy Shipped Status ~ Payment Status ~ Service Type |
Ship Again
Save as PDF
MNote: not &l sctions are evsileble for 2 " " Gancel Greate
Labels (2) the labsis selsctad Labeis | oK Ship Again  Save as PDF tofund Refund  Return Label < | Refund
Cancel Refund
Ship Date c Recipient c Service Type Tracking Payment Status Gost c
Create Return Label
February 28, 2025 JANE DOE GP-PFRE ‘GADD0588895U5 Account Gharged $30.90
130 25 AVE SW £ CNS Tracking Test
GALGARY, GA
February 28, 2025 JANE DOE CP-PFRE ‘CA000588500U5 Account Charged $30.90
130 25 AVE SW 2 CNS Tracking Test
GALGARY, GA

34



b) Once selected, you will be redirected to the USPS® Tracking page for that label.

USPS Tracking®

Track Packages

Tracking FAQs >

Get the free Informed Delivery® feature to receive
g Learn More
automated notifications on your packages

Tracking Number:
9405830109355114139311

FD Copy ';&' Add to Informed Delivery

will be provided when USPS receives the package; contact the
shipper or shipping partner with any inquiries.

Get More Out of USPS Tracking:
@ USPS Tracking Plus® What Do USPS Tracking Statuses Mean?

Pre-Shipment

Latest Update @ Shipping Label Created, USPS Awaiting ltem
ARLINGTON, VA 22209
A shipping label has been prepared for your item. A delivery date July 14, 2024, 4:24 pm

®  Pre-Shipment, USPS Awaiting ltem
July 14, 2024

Remove X

Ship Label Again

a) If you would like to ship the same label again, select Ship Again.

< Back to Order History,

Order # D6B5DA2E-3287-4E66-A3AF-F44DEG9B14FA Jg Print Labels ] | Export Selected Labels (2)
“only labels available for print will be printed
Date Gharged to Order Total
February 28, 2025 EPS-3770 $61.80 (2 Labels)
Track
Label Number ~ | search mm/ddlyyyy ﬁ Shipped Status ~ Payment Status hd Service Type
Ship Again
Save as PDF
Nete: not all actions are avsilable for 2 Gancel Greate
Labels (2) the labels selzcted Labeis ok - SavesmPOF | Rekmd Refund  Return Label < | Refund
Gancel Refund
Ship Date Recipient $ Service Type Tracking Payment Status Cost $
Greate Return Label
February 28, 2025 JANE DOE CP-PFRE CA000588895US Account Charged $30.90 .
13025 AVE SW # CNS Tracking Test .
GALGARY, GA
February 28, 2025 JANE DOE CP-PFRE CA000588900US Account Charged $30.90 .
130 25 AVE SW # CNS Tracking Test .
CALGARY, CA

35



b) Once selected, a new label with the exact same details will be readded to your Label Cart
and the following green message bar will be displayed at the top of the page.

E USPS CO M@ m |i (@ Success! Added D21E5188-4E89-4646-B444-2DD497A8538A to Car:

Click-N-Ship®

@ vLocations

€ support %* informea Deiivery Hi, Jonnny

International

Switch Payer Account

SBhipping with account: My Account

Label Manager / Shipping History / Address Book / USPSGConnect® / DirectConnect / Preferences / SCAN Forms

€ Back to Order History

Print / Re-print Labels

Help Q

\erarl
=

New Label

a) If you would like to print or re-print the selected label, select the Print Labels button.

¢ Back to Order History

Track

Ship Again
Save as PDF
Refund

Cancel Refund

Create Return Label

Order # D6BEDA2E-3287-4E66-A3AF-F44DEGIB14FA Ja II Print Labsls I I Export Selected Labels (2)
“only lebels available for print will be printsd
Date Gharged to Order Total
February 28, 2025 EPS-3770 $61.80 (2 Labels)
Label Number ~ Search ] [ mm/dd/yyyy a ‘ Shipped Status ~ Payment Status hd Service Type
Note: not all acti isble for 2 " " Gancel
Labels (2) thelbesslected Labes  Track Stip Agein | SavensPOF | Reknd Refund <
= Ship Date Recipient Service Type Tracking Payment Status Cost $
February 28, 2025 JANE DOE CP-PFRE CA000588895US Account Charged $30.90 .
13025 AVE SW # CNS Tracking Test .
GALGARY, GA
February 28, 2025 JANE DOE CP-PFRE CA000588900US Account Charged $30.90 .
130 25 AVE SW # CNS Tracking Test .
GALGARY, GA

b) A Select Printing Format for your Labels popup modal will be displayed. Select a printing

format type and select Get PDF to print.
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Select Printing Format for your labels

Select printing format for your labels.
Labal Primting Format m-

Standerd (8.5 x 11) - With recsipt, ons laosl per pags R

Lanal Printer Competibla (4 x 8) 1 pege shest

Lanal Printer Competibla (4 5) 1 pege shest

Stancarnd (5.5 x 11) - With recsipt, one |Ehal par page

Stancard (3.6 x 11} - Vithout recsiot, ons lsbel per pags

Print leter &t Post Ofica

Save Label(s) as PDF
a) Ifyou would like to save the selected label as a PDF, select Save as PDF.

< Back to Order History,

Order # D6B6DA2E-3287-4E66-A3AF-F44DEGIB14FA Ja Print Labels ] | Export Selected Labels (2)
~anly lsbels availsble for print will be printed
Date Gharged to Order Total
February 28, 2025 EPS-3770 $61.80 (2 Labels)
Track
Label Number ~ | search mm/ddiyyyy ﬁ Shipped Status v Payment Status hd Service Type
Ship Again
Save as PDF
Nete: not all actions are avsilable for 2 . . S R Gancel Greate
Labels (2) lrzlarzz sz izl Labels Track Ship Again nd Refund Return Label < | Refund
Gancel Refund
Ship Date & Recipient $ service Type Tracking Payment Status Cost $
Greate Return Label
February 28, 2025 JANE DOE CP-PFRE CAOQ00588895U5 Account CGharged $30.90 .
130 25 AVE SW # CNS Tracking Test .
GALGARY, GA
February 28, 2025 JANE DOE CP-PFRE CAQ00588900US Account Gharged $30.90 .
13025 AVE SW # CNS Tracking Test :

GCALGARY, CA

b) A Select Printing Format for your Labels popup modal will be displayed. Select a printing
format type and select Get PDF to print.
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Select Printing Format for your labels

Select printing format for your labels.
Labal Primting Format m-

Standerd (8.5 x 11) - With recsipt, ons laosl per pags R

Lanal Printer Competibla (4 x 8) 1 pege shest
Lanal Printer Competibla (4 5) 1 pege shest
Stancard (3.6 x 11} - Vithout recsiot, ons lsbel per pags

Print leter &t Post Ofica

Request / Cancel Refund for Label(s)
a) If you would like to request a refund for the selected label, select Refund.

< Back to Order History,

Order # D6B5DA2E-3287-4E66-A3AF-F44DEG9B14FA Ja Print Labels ] | Export Selected Labels (2)
~anly lsbels availsble for print will be printed
Date Gharged to Order Total
February 28, 2025 EPS-3770 $61.80 (2 Labels)
Track
Label Number ~ Search mm/ddiyyyy ﬁ Shipped Status v Payment Status hd Service Type
Ship Again
Save as PDF
Nete: not all actions are avsilable for 2 . . Gancel Greate
Labels (2) irzlarzs szizmey Labels Track Ship Agein | Save sa PDF Refund Return Label < Refund
Gancel Refund
Ship Date & Recipient $ service Type Tracking Payment Status Cost $
Greate Return Label
February 28, 2025 JANE DOE CP-PFRE CAOQ00588895U5 Account CGharged $30.90 .
130 25 AVE SW # CNS Tracking Test .
GALGARY, GA
February 28, 2025 JANE DOE CP-PFRE CAQ00588900US Account Gharged $30.90 .
130 25 AVE SW 2 CNS Tracking Test
GCALGARY, CA

b) Refunds for Labels with the First-Class Mail service will not be available through Click-N-
Ship. If the Refund button is selected, you will see the following message banner advising
you to contact Customer Service via Email Us - Click-N-Ship® to initiate a refund:
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https://emailus.usps.com/s/click-n-ship-inquiry

lish @ Locations 73 suppant %* Informed Delivery H, Johry

To request a refund for First Class Mail® please
E USP S COM N el () Suomit your request through Email Us - CiicicN-Ship. s International Help Q
- Select "Refund" for the Topic and "Unused Label

Refund Request"” for the Sub-Topic.

Click-N-Ship® Swich Payer Account O om

Shipping with account: My Account

@

Lebel Manager /  Shipping Hi / AddressBook [/ USPSConnect® [ DirectGonnect [/ Prefersnces /[ SCANForms

¢ Back to Order History

c) Iftherefund is successful, you will see the following green message bar displayed at the
top of the page.

« @ Locations. ¥ support %* informed Delivery Hi, Jonnny
E USPS co Mo m @ Success: refunded item(s): d21e5188-4e89-4646-b444-2dd497a8538a — - Q
= = Switch Payer Account
Click-N-Ship® CF oot
Shipping with account: My Account ..

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

d) Ifyou have requested a refund for the selected label and would like to cancel a refund,
select Cancel Refund.

< Back to Order History

Order # D6B5DA2E-3287-4E66-A3AF-F44DE69B14FA JG Print Labels ‘ [ Export Selected Labels (1)
“only labels available for print will be printed
Date Charged to Order Total
February 28, 2025 EPS-3770 $61.80 (2 Labels)
Track
Label Number v Search mm/ddAyyyy Shipped Status v Payment Status v Service Type
Ship Again
Save as PDF
Mote: not all sctions are availsble for 1 " . N Cancel Create
Labels (2) oy Label Track ShipAgain  Save as PDF Refund Fcfund e ¢ | Refund
Cancel Refund
D Ship Date C Recipient c Service Type Tracking Payment Status Cost c
Create Return Label
February 28, 2025 JANE DOE CP-PFRE CA000588895U5 Refund Pending $30.90 .
130 25 AVE SW # CNS Tracking Test
GALGARY, CA

e) Ifthe refund is successfully canceled, you will see the following green message bar
displayed at the top of the page.
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. - @ Locations 3 support A&* Informea Defivery Hi, Johnny
E‘USPS COM@ @ Success: cancelled refund(s) for d21e5188-4e89-4646-b444-2dd497a8538a International s Q
A

Cllck-N-ShIp® Switch Payer Account \;f can

Shipping with account: My Account

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

Create a Return Label
a) To create areturn label or the selected label, select Create Return Label (note, you will not
be charged for this return label unless it is used by the recipient).
i. Note: this functionality will not be available for Priority Mail Open & Distribute (PMQOD)
labels.

< Back to Order History

Order # D6B5DA2E-3287-4E66-A3AF-F44DE69B14FA JG Print Labels ] [ Export Selected Labels (2)

“only lebels avasable for print will be printed

Date Charged to Qrder Total
February 28, 2025 EPS-3770 $61.80 (2 Labels)
Track
Label Number ~ Search ] l mm/ddfyyyy ﬁ \ Shipped Status hd ] Payment Status v l Service Type
‘Ship Again
Save as PDF
Labels (2 Note: not all actions are available for 2 Track Shi Save as PDF R Gance Create Refund
(@) the labels selected Labels PAg Refund Return Label <
Cancel Refund
= Ship Date Recipient Service Type Tracking Payment Status Cost
Create Return Label
February 28, 2025 JANE DOE CP-PFRE CAQ00588895115 Account Gharged £30.90 .
130 25 AVESW & CONS Tracking Test .
GALGARY, CA
[ gbruary 28, o CAD00588900US Account Charged .
=2 Fi 28,2025 JANE DOE GP-PFRE G $30.90
130 25 AVE SW & CNS Tracking Test ’

CALGARY, CA

b) Once selected, a Create a Return Label popup modal will be displayed. Select the Service
Type for your Return Label.
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c)

Create Return Label

You will not be charged for this return label unless it is used by the recipient. You will be notified of its use
and a postage due will show up in your Shipping Cart.

The return address on a return label will be the same as the Sender address for the cutgoing label.

“Select the service type for your return label

Select a return service v

Priority Mail® Return

Priority Mail Express® Return

USPS Ground Advantage® Return

Create & Save as

Create & Print N
reate rint Now PDE

Create & Print Later

Once the Service Type is selected, the estimated charge amount when used will be
displayed. Then, select the Label Printing Format.

Create Return Label

You will not be charged for this return label unless it is used by the recipient. You will be notified of its use
and a postage due will show up in your Shipping Cart.

The return address on a return label will be the same as the Sender address for the outgoing label.

“Select the service type for your return label

Priority Mail® Return y
2-Day Delivery
Estimated amount charged upon use: $7.42
Select printing format for your labels.
Label Printing Fermat @
Label Printer Compatible (4 x §) 1 page sheet ~

Label Printer Compatible (¢ x 6) 1 page sheet

Label Printer Compatible (4 X 5) 1 page sheet

Standard (85 x 11) - With receipt, one label per page

Create & Print Later
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d)

Finally, review the Return Label details and select the Create & Print Now, Create & Save

as PDF, or Create & Print Later.

Create Return Label

You will not be charged for this return label unless it is used by the recipient. You will be notified of its use
and a postage due will show up in your Shipping Cart.

The return address on a retumn label will be the same as the Sender address for the outgoing label.

~Select the service type for your return label

Priority Mail® Return

~
2-Day Delivery
Estimated amount charged upon use: $7.42
Select printing format for your labels.
Label Printing Format @
Label Printer Gompatible (4 x 6) 1 page sheet v

: Create & Save as
Create & Print Now l PDE

Create & Print Later

Export All Labels from an Order via CSV File

a)

to export all labels via CSV file, select the Export All button (this option is selected by
default if no labels are selected).
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< Back to Order History

Order # D6B5DA2E-3287-4E66-A3AF-F44DEG9B14FA JG Print Labels l I Export All Labels
“only labels eveilable for print will be printed
Date Charged to Order Total
February 28, 2025 EPS-3770 $61.80 (2 Labels)
Label Number . Search | \ mm/dd/yyyy E l Shipped Status ~ Payment Status A Service Type hd
Labels (2) < >
|:| Ship Date ¢ Recipient c Service Type Tracking Payment Status GCost C
[l February 28, 2025 JANE DOE CP-PFRE CA000588895US Refund Pending $30.90 .
130 25 AVE SW # GNS Tracking Test .
CALGARY, CA
D February 28, 2025 JANE DOE CP-PFRE CA000588900US Account Charged $30.90
130 25 AVE SW £ CNS Tracking Test

CALGARY, CGA

b) Once selected, an Export Shipping History popup modal will be displayed. Enter your
email in the Email section to have the CSV file emailed to you (optional).

Export Shipping History

The CSV file you export will automatically download in vour browsar and be sent to the following
email addrags. If the file size excoads the maximum limit, it will cnly be sent by email.

Email

L=

c) Select Exportto exportthe CSV file.
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Export Shipping History

The C3V file you export will automatically download in vour browsear and be sent to the following
amail address. If the file size excoads the maximum lmit, it will onhy be sent by email.

Email

Export Specific Labels from an Order via CSV File

=

a) toexport selected labels via CSV file, select the checkbox of the labels and then select the

Export Selected Labels button.

< Back to Order History,

Order # D6B5DA2E-3287-4E66-A3AF-F44DEG9B14FA JG Print Labels ] | Export Selected Labels (2)
“only iabels available for print will be printed
Date Gharged to Order Total
February 28, 2025 EPS-3770 $61.80 (2 Labels)
Track
Label Number ~ Search mm/dd/yyyy ﬁ Shipped Status ~ Payment Status hd Service Type
Ship Again
Save as PDF
Nete: not all actions are avsilable for 2 . . Gancel Greate
Labels (2) the lebels selected Labels Track Ship Again  Save as PDF Refund Refund Return Label < | Refund
Gancel Refund
Ship Date & Recipient $ Service Type Tracking Payment Status Cost $
Greate Return Label
February 28, 2025 JANE DOE CP-PFRE CA000588895US Account Charged $30.90
13025 AVE SW # CNS Tracking Test
GALGARY, GA
February 28, 2025 JANE DOE CP-PFRE CAD00588900US Account Charged $30.90 .
130 25 AVE SW # CNS Tracking Test .

GALGARY, GA

b) Once selected, an Export Shipping History popup modal will be displayed. Enter your
email in the Email section to have the CSV file emailed to you (optional).
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c)

Export Shipping History

The C3V file you export will automatically download in vour browsear and be sent to the following
amail address. If the file size excoads the maximum lmit, it will onhy be sent by email.

Email

Select Export to export the CSV file.

Export Shipping History

=

The CSV file you export will automatically downlboad in your browsar and be sent to the following
email addrags. If the file size excoads the maximum limit, it will only be sent by email.

Email

L=

45



All Actions within the Label Details Page
Within the Label Details page of a selected label, you’ll be able to perform multiple actions to that
specific label.

1) Select alLabelto View
a) Selectthe Label Number hyperlink of the label that you would like to view.

< Back to Order History

Order # D6B5DA2E-3287-4E66-A3AF-F44DEG9B14FA JG Print Labels l Export All Labels
“only labels available for print will be printed
Date Charged to QOrder Total
February 28, 2025 EPS-3770 $61.80 (2 Labels)
Label Number b Search | [ mm/dd/yyyy ﬁ l Shipped Status A Payment Status A Service Type v
Labels (2) < >
Ship Date c Recipient c Service Type Tracking Payment Status Gost C

February 28, 2025 JANE DOE CP-PFRE CA000588895US Refund Pending $30.90

130 25 AVE SW £ GNS Tracking Test
CALGARY, GA

O February 28, 2025 JANE DOE CP-PFRE GA000588900US Account Gharged $30.90 m .

130 25 AVE SW 2= CNS Tracking Test
CALGARY, CA

View USPS Tracking for Label
a) Ifyou would like to view the USPS® tracking for the label, select USPS Tracking from the More
Actions section, and you’ll be redirected to the USPS® tracking page for that label.

46



< Back to Order Details

Label # CA000588895US
Terms Delivery Status
Acceptance Cutoff Tracking Number
No Data CA000588895US
Your package is on the way to a USPS facility. Sign up to get updates, and we'll send you a delivery date and
Scheduled date time when available.
No Data
More Actions @ Pre-Shipment
_ View Tracking History v
Ship Again > Details

Print/Re-print »

Account Number

Print at the Post Office > 2031561222

Save PDF >
Return Address Package

Need Help? @ CLARK KENT Padded Flat Rate Envelope
1000 SUPERMAN ST NW

File An Insurance Claim > WASHINGTON, DC 20005-1234

Cancel Refund > clark.kent@gmail.com

BRequest A Service Refund »

b) Once selected, you will be redirected to the USPS® Tracking page for that label.

Remove X

Tracking Number:
CA000588895US

[a Copy ﬁ' Add to Informed Delivery

Pre-Shipment

Latest Update @ Shipping Label Created, USPS Awaiting ltem
WASHINGTON, DC 20005
A shipping label has been prepared for your item. A delivery date February 28, 2025, 4:00 pm

will be provided when USPS receives the package; contact the
shipper or shipping partner with any inquiries.
What Do USPS Tracking Statuses Mean?

Get More Out of USPS Tracking:
@1 USPS Tracking Plus®

Text & Email Updates N
USPS Tracking Plus® N
Product Information N

Ship Label Again
a) Ifyou would like to ship the same label again, select Ship Again.
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< Back to Order Details

Label # CA000588895US

b)

; x
EUSPSCOM’ m |i @ Success! Added D21E5188-4E89-4646-B444-2DD497AB538A to Cart.

Terms

Acceptance Cutoff

No Data

Scheduled date
No Data

More Actions @

USPS Tracking »

Ship Again >

Print/Re-print »

Print at the Post Office >
Save PDF >

Need Help? @
File An Insurance Claim »
Cancel Refund >

BRequest A Service Refund »

Delivery Status

Tracking Number
CA000588895US

Your package is on the way to a USPS facility. Sign up to get updates, and we'll send you a delivery date and

time when available.

View Tracking History v

Details

Account Number
3031561222

Return Address

CLARK KENT
1000 SUPERMAN ST NW
WASHINGTON, DC 20005-1234

clark.kent@gmail.com

Package
Padded Flat Rate Envelope

Pre-Shipment

Once selected, a new label with the exact same details will be readded to your Label Cart
and the following green message bar will be displayed at the top of the page.

Click-N-Ship®

Label Manager / Shipping History / AddressBook / USPSGonnect® / DirectGonnect / Preferences / SGAN Forms

< Back to Qrder History,

Print / Re-Print Label
If you would like to print or re-print the selected label, select the Print Labels button.

a)

@ vocations ) auppon & Informed Delivery Hi, Johnny
International Help Q
Switch Payer Account 1
\_1 Cart
Shipping with account: My Account ..
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< Back to Order Details

Label # CA000588895US
Terms Delivery Status
Acceptance Cutoff Tracking Number
No Data CA000588895US
Your package is on the way to a USPS facility. Sign up to get updates, and we'll send you a delivery date and
Scheduled date time when available.
No Data
More Actions @ Pre-Shipment
USPS Tracking > View Tracking History v
Ship Again > Details

Account Number

Print at the Post Office > 2031561222

Save PDF >
Return Address Package

Need Help? @ CLARK KENT Padded Flat Rate Envelope
1000 SUPERMAN ST NW

File An Insurance Claim > WASHINGTON, DC 20005-1234

Cancel Refund > clark.kent@gmail.com

BRequest A Service Refund »

b) A Select Printing Format for your Labels popup modal will be displayed. Select a printing
format type and select Get PDF to print.

Select Printing Format for your labels

Select printing format for your labels.
Labal Primting Fommat m-

Standard (3.5 x 11} - With recaipt, one label per page e

Lanal Printer Competibla (4 &) 1 pege shest

Lanal Printer Competible (4 x 5) 1 pege shast

Standand (5.5 x 11) - With recsipt, one Iabel par page

Standard (8.5 x 11) - Without recsipt, one label per pags

Print |eter 6t Post OMics

Print Label at the Post Office (Label Broker)
a) Ifyou would like to print your label at a nearby USPS® Post Office™, select Print at the Post
Office.
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< Back to Order Details

Label # CA000588895US
Terms Delivery Status
Acceptance Cutoff Tracking Number
No Data CA000588895US
Your package is on the way to a USPS facility. Sign up to get updates, and we'll send you a delivery date and
Scheduled date time when available.
No Data
More Actions @ Pre-Shipment
USPS Tracking > View Tracking History v
Ship Again > Details

Print/Re-print »

Account Number

I Print at the Post Office > I 2031561222
Save PDF >
Return Address Package
Need Help? @ CLARK KENT Padded Flat Rate Envelope
1000 SUPERMAN ST NW
File An Insurance Claim > WASHINGTON, DC 20005-1234
Cancel Refund > clark.kent@gmail.com

BRequest A Service Refund »

b) Enterthe email in the provided textbox to and select Submit to receive a QR code that can
be scanned at the USPS® Post Office™.

Print at the Post Office

When choosing this option, USPS will send you an e-mail containing a QR code that can be scanned at participating USPS Retail
Locations. For more information, visit Label Broker FAQS

Enter your email to receive the QR code.

Save Label as PDF
a) Ifyou would like to save the selected label as a PDF, select Save as PDF.
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< Back to Order Details

Label # CA000588895US

Terms

Acceptance Cutoff

No Data

Scheduled date
No Data

More Actions @
USPS Tracking »

Ship Again >
Print/Re-print »

Print at the Post Office >

Save PDF >

Need Help? @
File An Insurance Claim »
Cancel Refund >

BRequest A Service Refund »

Delivery Status

Tracking Number
CA000588895US

Your package is on the way to a USPS facility. Sign up to get updates, and we'll send you a delivery date and

time when available.

View Tracking History v

Details

Account Number
3031561222

Return Address

CLARK KENT
1000 SUPERMAN ST NW
WASHINGTON, DC 20005-1234

clark.kent@gmail.com

Package
Padded Flat Rate Envelope

Pre-Shipment

A Select Printing Format for your Labels popup modal will be displayed. Select a printing

format type and select Get PDF to print.

Select Printing Format for your labels

Select printing format for your labels.

Labal Primting Fomrmat

Standerd (8.5 ¥ 11) - With recsipt, one label per page

Create a Return Label
To create a return label or the selected label, select Create Return Label (note, you will not
be charged for this return label unless it is used by the recipient).

i. Note: this functionality will not be available for Priority Mail Open & Distribute (PMOD)

a)

labels.

Print leter &t Post Cfics

Lsbal Primter Competibla (4 x 8) 1 pege shest

Labal Printer Competinle (4 x B} 1 pege shast

Standard (8.5 x 11) - With receipt, one labal per pags

Standard (2.6 % 11) - Vithout recsipt, ons Isbel per pags
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< Back to Order Details

Label # 9405530109355109327661

Terms Delivery Status

Acceptance Cutoff Tracking Number

03/03/2025 4202820351779405530109355109327661

12:00 AM

Scheduled date Status Not Available
03/05/2025 The tracking number may be incorrect or the status update is not yet available. Please verify your tracking

number and try again later.
12:00 AM

i Details
More Actions @

USPS Tracking >

Account Number

3031500001
Ship Again >
Print/Re-print > Return Address Package
CLARK KENT Flat Rate Envelope

_ SUPERMAN WAREHOUSE

1400 SUPERMAN ST NW
Label 3 WASHINGTON, DC 20005-1224

Save PDF >

clark.kent@gmail.com

Need Help? @

Delivery Address Service Type
File An Insurance Claim > JOE BOB Priority Mail®
Bequest a Refund > 1414 5 BURGER ST
Request A Service Refund > CHARLOTTE, NC 28203-5177

b) Once selected, a Create a Return Label popup modal will be displayed. Select the Service
Type for your Return Label.
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c)

Create Return Label

You will not be charged for this return label unless it is used by the recipient. You will be notified of its use
and a postage due will show up in your Shipping Cart.

The return address on a return label will be the same as the Sender address for the cutgoing label.

“Select the service type for your return label

Select a return service v

Priority Mail® Return

Priority Mail Express® Return

USPS Ground Advantage® Return

Create & Save as

Create & Print N
reate rint Now PDE

Create & Print Later

Once the Service Type is selected, the estimated charge amount when used will be
displayed. Then, select the Label Printing Format.

Create Return Label

You will not be charged for this return label unless it is used by the recipient. You will be notified of its use
and a postage due will show up in your Shipping Cart.

The return address on a return label will be the same as the Sender address for the outgoing label.

“Select the service type for your return label

Priority Mail® Return y
2-Day Delivery
Estimated amount charged upon use: $7.42
Select printing format for your labels.
Label Printing Fermat @
Label Printer Compatible (4 x §) 1 page sheet ~

Label Printer Compatible (¢ x 6) 1 page sheet

Label Printer Compatible (4 X 5) 1 page sheet

Standard (85 x 11) - With receipt, one label per page

Create & Print Later
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d) Finally, review the Return Label details and select the Create & Print Now, Create & Save
as PDF, or Create & Print Later.

Create Return Label

You will not be charged for this return label unless it is used by the recipient. You will be notified of its use
and a postage due will show up in your Shipping Cart.

The return address on a retumn label will be the same as the Sender address for the outgoing label.

~Select the service type for your return label

Priority Mail® Return

~
2-Day Delivery
Estimated amount charged upon use: $7.42
Select printing format for your labels.
Label Printing Format @
Label Printer Gompatible (4 x 6) 1 page sheet v

Create & Print Now l f.':reeltepala:J iave as

Create & Print Later

View Free Shipping Supplies Order Details & Status
a) Toview the status of your shipping supplies (if they were added to your order at purchase),
select Shipping Supplies Status.

i Note, the Free Shipping Supplies will be displayed as its own line item within the Order

Details page as shown below. To view the Shipping Supplies details page, select the
Shipping Supplies Order ID.
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< Back to Order History,

Print Labels J [ Export All Labels

Order # D6B5SDA2E-3287-4E66-A3AF-F44DEGIB14FA JG
“only labals available for print will be printed
Date GCharged to Order Total
February 28, 2025 EPS-3770 $61.80 (2 Labels)
Label Number v | searcn ] l mmiddyyyy & I Shipped Status ~ Payment Status v Service Type ~
Labels (2) < >
O Ship Date Recipient { Senvice Type Tracking Payment Status Cost

O February 28, 2025 CLARK KENT Mone 0 1095% Account Gharged $0.00 m .

SUPERMAN WAREHOUSE

1400 SUPERMAN ST
WASHINGTON. DC 20005-3509

b) Once onthe Free Shipping Supplies, select Shipping Supplies Status and you will be
redirected to your USPS Activity History.

c) Toview details about the selected Free Shipping Supplies, refer to the Details section.
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£ Back to Order Details

Label # O_1095X

Terms Details
Acceptance Cutoff Account Number
No Data 303156648
Scheduled date Mo Return Address
No Data Delivery Address Service Type
. CLARK KENT USPS Ground Advantage® Service
More Actions @ SUPERMAN WAREHOUSE
USPS Tracking > 1400 SUPERMAN ST NW
~ " WASHINGTON, DC 20005-1224
Ship Again »
clark.kent@gmail.com
Print/Re-print »
Print at the Post Office >
Save PDF >
Shipping Supplies Status » Order Number Service Type Price
1149C84F-19CA-4BE0-BFCD-1AS1ES5C52B2A USPS Ground Advantage® 0.00
2 Service
Need Help ? @ Transaction Type
— o Military Care Kit (2) Free
ile An Insurance Claim » FREE_SUPPLY
B Prigrity Mail® Side-Loading Large Free
Request a Refund » Box (2)
fes Payment Method
uest A Service Refund >
EPS-3770 Label Total Free

Payment Status
Account Charged

File an Insurance Claim for the Label
a) Ifyou would like to file an insurance claim for the selected label, refer to the Need Help
section and select File an Insurance Claim and you will be redirected to the USPS® Claims
Portal.
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https://www.usps.com/help/claims.htm
https://www.usps.com/help/claims.htm

< Back to Order Details

Label # 9405530109355109327661

Terms Delivery Status

Acceptance Cutoff Tracking Number

03/03/2025 4202820351779405530109355109327661

12:00 AM

Scheduled date Status Not Available
03/05/2025 The tracking number may be incorrect or the status update is not yet available. Please verify your tracking

number and try again later.
12:00 AM

i Details
More Actions @

USPS Tracking >

Account Number

3031500001
Ship Again >
Print/Re-print > Return Address Package
CLARK KENT Flat Rate Envelope

_ SUPERMAN WAREHOUSE

Save PDF > 1400 SUPERMAN ST NW
Create Return Label > WASHINGTON, DC 20005-1224

clark.kent@gmail.com

Need Help? @
Delivery Address Service Type

JOE BOB Priority Mail®
1414 S BURGER ST

I File An Insurance Claim }» I

Request a Refund >

Request A Service Refund > CHARLOTTE, NC 28203-5177

Request / Cancel a Refund
a) Ifyou would like to request a refund for the selected label, refer to the Need Help section
and select Request a Refund.
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< Back to Order Details

Label # 9405530109355109327661

Terms Delivery Status

Acceptance Cutoff Tracking Number

03/03/2025 4202820351779405530109355109327661

12:00 AM

Scheduled date Status Not Available
03/05/2025 The tracking number may be incorrect or the status update is not yet available. Please verify your tracking

number and try again later.
12:00 AM

i Details
More Actions @

USPS Tracking >

Account Number

3031500001
Ship Again >
Print/Re-print > Return Address Package
. " CLARK KENT Flat Rate Envelope
Print at the Post Office > SUPERMAN WAREHOUSE
SavePOER 1400 SUPERMAN ST NW
Create Return Label > WASHINGTON, DC 20005-1224

clark.kent@gmail.com

Need Help? @

Delivery Address Service Type
File An Insurance Claim > JOE BOB Priority Mail®
I Bequest a Refund > I 1414 S BURGER ST
Request A Service Refund > CHARLOTTE, NC 28203-5177

b) Once selected, a confirmation popup will be displayed. Select Yes to proceed with
requesting a refund.

Are you sure you want to refund this item?

ol -

c) Iftherefundis successful, you will see the following green message bar displayed at the
top of the page.
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- x i . ort mea Delis Hi, Jonnn;
E USPS COM@ @ Success: refunded item(s): d21e5188-4e89-4646-b444-2dd497a8538a — - Q

Click_N_Ship® Switch Payer Account ‘;r o

Shipping with account: My Account

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

d) Refunds for Labels with the First-Class Mail service will not be available through Click-N-
Ship. If the Refund button is selected, you will see the following message banner advising
you to contact Customer Service via Email Us - Click-N-Ship® to initiate a refund:

Request a Refund for Postage

@ To request a refund for First Class Mail® pleass submit your request through Email Us
- Click-N-Ship

e) Ifyou have requested a refund for the selected label, refer to the Need Help section again
and select Cancel Refund.
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< Back to Order Details

Label # 9405530109355109327661

Terms Delivery Status

Acceptance Cutoff Tracking Number

03/03/2025 4202820351779405530109355109327661

12:00 AM

Scheduled date Status Not Available
03/05/2025 The tracking number may be incorrect or the status update is not yet available. Please verify your tracking

number and try again later.
12:00 AM

. Details
More Actions @
Account Number

USPS Tracking > 9031500001
Ship Again >
Print/Re-print > Return Address Package
; CLARK KENT Flat Rate Envelope
Print at the Post Office > SUPERMAN WAREHOUSE
Save PDF » 1400 SUPERMAN ST NW
Creats Return Label > WASHINGTON, DC 20005-1224

clark_kent@gmail.com

Need Help? @
Delivery Address Service Type
im > JOE BOB Priority Mail®

Cancel Refund 1414 S BURGER ST

Request A Service Refund > CHARLOTTE, NC 28203-5177

f) Ifthe refund is successfully canceled, you will see the following green message bar
displayed at the top of the page.

y Quosmions  Dowpon A momescawry v senmny
=2 USPSCOM’ m @ Success: cancelled refund(s) for d21e5188 4e89-4646-b444-2dd497a8538a ternationat e Q
X

Clle-N-Ship® Switch Payer Account O/ oo
SBhipping with account: My Account ..

Label Manager / Shipping History / AddressBook / USPS Connect® / DirectConnect / Preferences / SCANForms New Label

Request a Service Refund
a) Torequestarefund for an unused or unwanted extra service, refer to the Need Help
section and select Request a Service Refund and you will be redirected to the USPS®
Service Refund Portal.
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https://servicerefunds.usps.com/OSR/landing-populated?trackingId=4207823845409405830109355114139311&mailingDate=2024-07-14T00:00:00Z
https://servicerefunds.usps.com/OSR/landing-populated?trackingId=4207823845409405830109355114139311&mailingDate=2024-07-14T00:00:00Z

¢ Back to Order Details

Label # 9405530109355109327661

Terms Delivery Status

Acceptance Cutoff Tracking Number

03/03/2025 4202820351779405530109355109327661

12:00 AM

Scheduled date Status Not Available
03/05/2025 The tracking number may be incorrect or the status update is not yet available. Please verify your tracking

number and try again later.
12:00 AM

. Details
More Actions @

USPS Tracking >

Account Number

3031500001
Ship Again >
Print/Re-print > Return Address Package

- CLARK KENT Flat Rate Envelope
Brint st the Post Office > SUPERMAN WAREHOUSE
Save PDF > 1400 SUPERMAN ST NW
BT T WASHINGTON, DC 20005-1224

clark_kent@gmail.com

Need Help? @

Delivery Address Service Type
JOE BOB Priority Mail®
1414 5 BURGER 5T

File An Insurance Claim »

Cancel Refund »

Request A Service Refund > CHARLOTTE, NC 28203-5177

View Label’s Delivery Status
a) Toview the label’s Delivery Status, refer to the Delivery Status section and select the
hyperlinked Tracking Number to be redirected to the USPS® tracking page for that label.
i. Note, this can also select USPS Tracking from the More Actions section, and you’ll be
redirected to the USPS® tracking page for that label.
b) Toview the delivery status of the package, refer to the Delivery Status progress bar.
c) Toview the entire tracking history, select the View Tracking History toggle.
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€ Back to Order Details

Label # CA000588895US
Terms Delivery Status
Acceptance Cutoff Tracking Number
No Data (a) [cacoossssesus
Your package is on the way to a USPS facility. Sign up to get updates, and we'll send you a delivery date and
Scheduled date time when available.
No Data
(b)

More Actions @ Pre_Shipment
USPS Tracking » (i) (c) I View Tracking History AI
Ship Again >
Print/Re-print > 2025-02-28, Invalid Date
Print at the Post Office > Shipping Label Created, USPS Awaiting lterm

WASHINGTON, DC 20005
Save PDF >

A shipping label has been prepared for your item. A delivery date will be provided when USPS
receives the package; contact the shipper or shipping partner with any inquiries.

Need Help? @

View Label Details & Order Summary
a) Toview the label details (such as Return Address, Delivery Address, Package Type, and Service
Type), refer to the Details section of the Label Details page.
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(a)

< Back to Order Details

Label # 9405530109355109327661

Terms

Acceptance Cutoff
03/03/2025
12:00 AM

Scheduled date
03/05/2025
12:00 AM

More Actions @
USPS Tracking >

Ship Again >
Print/Re-print >

Print at the Post Office »
Save PDF >

Create Return Label >

Need Help? @

File An Insurance Claim »
Cancel Refund »

Bequest A Service Refund >

Delivery Status

Status Not Available

The tracking number may be incorrect or the status update is not yet available. Please verify your tracking

number and try again later.

Details

Account Number
3031500001

Return Address

CLARK KENT
SUPERMAN WAREHOUSE

1400 SUPERMAN ST NW
WASHINGTON, DC 20005-1224

clark_kent@gmail.com

Delivery Address
JOE BOB

1414 5 BURGER ST
CHARLOTTE, NC 28203-5177

Package
Flat Rate Envelope

Service Type
Priority Mail®

b) Toview the Order Details (such as the Order Number ID, Transaction Type, Payment Method

Type, and Payment Status), refer to the left side of the Details section.

c) Toviewthe Label Summary, refer to the right side of the Details section.

Order Number

E9BC2781-AEC2-4BA4-A234-T9A92CDDOSFT

Transaction Type

LABEL

Payment Method
AMEX-1008

Payment Status

Refunded

Service Type Price
Priority Mail International® Small Flat $44.80
Rate Envelope

Label Total $44.80

(b)
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View Labels Action History Table

a) Toview all actions made toward the label, refer to the Label History table at the bottom of the
Label Details page. Here you will see the timestamp along with the action that was performed
on that specific label (such as paying, printing, requesting a refund, etc.).

Timestamp Message
05/01/2024 818 PM LABEL PRIMTED: LETTER
05/01/2024 818 PM Getting Payment
05/01/,2024 8:16 PM Setting Payment

b) If you have received a Postage Adjustment (Postage Due) on your account, the associated

Revenue Assurance ID (RAID) will be displayed in the Message Table as shown below:

Order Mumber Service Type Price

_ First Class Package Service - Retail 5.80
EDEL Free

Transaction Type

LABEL Label Total $5.80

Payment Meathod

Payment Status

Account Charged

Timestamp Message
DB2372022 336 PM Postage Adjustment Identified - Revenue Assurance |D: 93877446
08/092022 T7:25 PM Sotting Paymant
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Click-N-Ship Shipping History Dashboard

Within your Shipping History Dashboard, you will be able to see an analytical overview of the labels
that you have created, purchased, and shipped through the Click-N-Ship® application.

1) Access the Shipping History Dashboard

a) Click on Shipping History tab in the navigation menu.

Label Manager Shipping History |/ AddressBook [/ USPSCGonnect® [ DirectConnect |/ Preferences [ SGAN Forms

Hl BrlttanV! Enter & Label or Tracking Number to View Label Details E l

Account #

2) View the Shipping History Dashboard

a) Bydefault, you will be in the Order History view. Select the Dashboard tab.

Label Manager [/  Shipping History / AddressBook | USPS Connect® [ Direct Conmect [ Preferences

Order History Dashboard

m

Incomplate Labals Complate Labals Shipped Labals
View Label Manager Add All to Cart View Shipping Histony
Shipped Labels by Status Recent Labels Shipped View Shipping History
B Not Shipg Date Dastination Tracking Mumbear Status
] Pre-Shipment R R
1 117142024 CHICAGO, IL 80803 0434830100365018271166 Pre-Shipmant
Z  11/14/2024 CHICAGO, IL 60803 84346301 08365016249528 Fre-Shipment
3 11/14r2024 CHICAGO, IL 80803 84348301 08365016821 2682 Fre-Shipment
4 10/zis2024 MEW/ IBERIA, LA 70580 84001301 08365022201 908 Pre-Shipmant
5 Q272024 SAULT STE. MARIE, Ontario LKBE01S60B8US Fre-Shipment

All Actions within Shipping History Dashboard

Within the Shipping History Dashboard, you’ll be able to see and perform the following actions to

the following sections.
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View Incomplete, Complete, and Shipped Labels

a) Toview the total number of incomplete labels that are in your Label Manager, refer to the
Incomplete Labels section. You can also choose to view the incompletes labels via your Label
Manager by selecting View Label Manager.

b) Toview the total number of complete labels that are in your Label Manager, refer to the
Complete Labels section. You can also choose to add all the completed labels that are within
your Label Manager to the Label Cart by selecting Add All to Cart.

c) Toview the total number of shipped labels that are in your Shipping History, refer to the
Shipped Labels section. You can also choose to view all the shipped labels via your Shipping
History by selecting View Shipping History.

0 1

20

Incomplets Labels Complete Labels

Add All to Cart

Shipped Labels
View Label Managsr

(a) (b) (c)

Shipped Labels by Status Recent Labels Shipped View Shipping History

B Mot Shipped Date Destination Tracking Numbar Status

‘ Pre-Shipment 1 O7M4/2024 SAN ANTOMIO, TX 78238 9405830109355114139341  Pre-Shipment

B Accept=d 2 07142024  SANDIMAS, CASITT2 94058304 09355114138641  Pre-Shipment
3 0742024 DALLAS TX 75208 84058304 09385114138655  Pre-Shipment
4 0&/252024 MASHVILLE, TN 37214 24058301 09355099306932  Pre-Shipment

5 05022024  WARRENTOM, VA 20188 94058301 09355092322033  Pra-Shipment

View Shipped Labels by Status and Recent Labels Shipped
a) Toview a detailed breakdown of the total number of shipped labels by status, refer to the
Shipped Labels by Status section.
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b) Toview a list of the most recent labels that you’ve shipped, refer to the Recent Labels Shipped

section. You can also choose to view the recently shipped labels via your Shipping History by

selecting View Shipping History.

0

Incomplete Labels

1

Complete Labels

20

Shipped Labels

View Label Manager Add All to Cart View Shipping History
Shipped Labels by Status Recent Labels Shipped View Shipping History

B Not Shipped Dete Destinati Tracking Number Status

B Pre-Shipment 1 O7A4/2024 SANANTONIO, TX 78238  ©405630109355114139311  Pre-Shipment

B Accepted 2 0742024 SANDIMAS, GASM773  3405830409355114138511  Pre-Shipment
3 07142024 DALLAS, TX 75206 9405B30409355414136655  Pre-Shipment
4 05252024 NASHVILLE, TN 37214 9405830109355099306382  Pre-Shipment
5 05022024 WARRENTON,VA20186  9405830109355092329033  Pre-Shipment

(a)

View Label Volume & Spending
To view a detailed breakdown of your label volume and spending, refer to the Label Volume &

a)

b)

Spending section.

To filter by time period, select the Time Period dropdown, and select a time period from the

options available.

(b)

Label Volume & Spending @8 Totsl Spent Number of Labels
Time Pariod From T
Al Time A l l
67 sz
18 3180
Transactions 16 $160
o 14 $140 =
E u sizn 2
94 2 5100 p
s N 5
B 380 =
Labels k| s
3 & ss0
4 540
] s20
$1,058.70 ’ v
Dollars 423 &23 23 10/23 1wz 1223 1724 224 24 424 Si24 Tiz4

Month

67



View Your Top 10 Shipping Destinations

a) Toview a list of the top ten destinations that you most recurringly ship to refer to the Top 10
Destinations section.

b) You can also choose to create a label by selecting on the city hyperlink. Once selected, you
will be redirected to the single label flow page where you’ll be able to create a label with the
prepopulated city, state, and zip code™ fields.

Top 10 Destinations

Click a destination to creats a new label with
the ZIF Code as the recipient ZIP Code

1. ABLINGTON. VA 22201

2. ARLINGTON, VA 22200

3. WARRENTON, VA 20188

4. MAMNASSAS, VA 20111

5 STERLING, VA 20185

B. ABLINGTON, VA 22203

7 .DULLES, VA 20101

8. ALEXANDRIA, VA 22304

9. HARRISONBURG, VA 22801

10. NASHVILLE, TN 37214
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View Label Volume by Destination
a) Toview detailed breakdown of your label volume by destination (ZIP code™), refer to the Label

Volume by Destination section.
b) Tofilter by time period, select the Time Period dropdown, and select a time period from the

options available.

Label Volume by Destination B Humber of Labels

Tima Peariod From ™

AlTime v ‘ ‘ ‘ ‘

Label “Alume

15

L

| Ii

2220t ZE20e 201E8 2011t 2018s ZEE0E 20901 23304 ZEED1 3724

Destination ZIP Code




Click-N-Ship Archived History

Within the Legacy Click-N-Ship® Archived History, you will be able to view all the previous Orders,
Labels, and Transactions that you have made using the Legacy Click-N-Ship® application over the
last 12 months (February 20", 2024 - February 20", 2025).

1) Access the Click-N-Ship® Archived History
a) Click on Shipping History tab in the navigation menu.

Lebel Manager § Shipping History /| AddressBook [ USPS Connect® [ Direct Connect [ Preferences [ SGAN Forms

Hi Britta nV! Enter a Label or Tracking Mumber to View Label Details E l
Account #:

b) By default, you will be in the Order History view. Select the Archive History tab to
proceed with viewing the Legacy CNS Order History.

Order History Dashboard Archived History Bxp All Ordl
ort rders

Stert Date Enag Date

mmddfnyyy E l [ mmyddiryyy E l
Seerch by Ordear / Transecton Numbsar
OODODOOOOD RO 0000 ] l Label Number w | Search l l Payment Mathod " l
o
Orders (3) < > %
O Order Date Labels Payment Method Total

O B05719152 October 21, 2024 1 DISC-5067 31045
View Order

Searching for Legacy Orders within Archived History
Within the Archived History, you’ll be able to filter the search for your purchased Legacy orders by
different filters.

Search by Date Range
a) Selectthe Calendaricon from the Start Date section and select a date.
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Order History Dashboard Archived History
Start Date £fd Dats
mm/ddiyyyy i } mm/dd/yyyy & ]
March 2025 ~ ™ J

Export All Orders

Su Mo Tu We Th Fr Sa ] [ Label Number v

Payment Method v ]

Search ]

23 24 25 26 2T 28 1

~
29 Date

October 21, 2024

O 605283289 September 27, 2024

~
Labels Payment Method Total 3

1 DISC-5067 $10.45

View Order

< >

1 DISG-5087 $24.80

View Order

b) Selectthe Calendaricon from the End Date section and select a date.

Order History Dashboard Archived History
Start Date End Date
mm/ddiyyyy mm/ddryyyy ]
Search by Order / Transaction Numbel | March 2025 = ™l

Export All Orders

l OO0 X00-XC0000) Su Mo Tu We Th Fr Sa ~

23 24 25 26 27 28 1

n 3 4 5 6 7T 8

Orders (3) 9 10 1 12 13 14 15

O Order $ 23 24 25 26 27 26 29

O 805719152

Search | Payment Method ~ |
< >
Labels Payment Method Total
1 DISG-5067 $10.45

c¢) Once the Start and End Date are selected, the associated order(s) will automatically be

displayed in the Orders Table.
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Order History Dashboard Archived History

Export All Orders

Start Date End Data

10/01/2024 l

mmvddryyyy = l

‘Search by Order / Transaction Number

| KOCOOCOOOTOI000-X00000C ] [ Label Number v Search | Payment Method ~
Orders (1) < >
O Order 2 Date Labels Payment Method Total
O 605719152 October 21, 2024 1 DISG-5067 §10.45
View Order

Search by Order / Transaction Number

a) Enterthe Legacy Order or Transaction Number in the Search by Order / Transaction Number

textbox (please do not include any dashes or special symbols in the text box, otherwise the
order will not populate as needed).

Order History Dashboard Archived History

Export All Orders

Start Date End Date
mm/ddsyyyy i l mm/ddryyyy i ]
Search by Order / Transaction Number
[ tooooooooooo)ooa—x)oo«x ] Label Number ~ | Search ] Payment Method ~
Orders (3) <
O order Date Labels Payment Method Total
O 605719152 October 21, 2024 1 DISG-5067

$10.45
View Order

b) Once the Legacy Order or Transaction Number is entered, the associated order will
automatically be displayed in the Order Table.
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Order History Dashboard Archived History E All Ord
xport ers

Start Date End Date
mm/ddyyyy l mmv/ddAryyy ]
Search by Order / Transaction Number
605719152 I [ Label Number ~ | Search ] Payment Method v
Orders (1) < >
O order Date Labels Payment Method Total

D 605719152 October 21, 2024 1 DISC-5087 $10.45
View Order

Search by Label Number
a) Clickonthe action dropdown and select Label Number. Once selected, enter the 22-digit
Legacy Label Number associated with a specific Legacy order in the Search textbox.

Order History Dashboard Archived History E All Ord
xport ers

Start Date End Date

mm/ddiyyyy ] l l mmvddsyyyy ]

Search by Order / Transaction Number

l HOCOTOCOTOC-000-00000¢ ] Label Number vI Search I Payment Method ~
Label Number
Recipient Name
Orders (3) < >
Recipient Email
0 Order 3 pate. SRREEEEEEE Labels Payment Method Total 33

Refund Transaction

D 605719152 October 21, 2024 1 DISC-5067 $10.45
View Order

b) Once the Legacy Label Number is entered, the associated Legacy order(s) will automatically
be displayed.
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Order History Dashboard Archived History E All Ord
xport lers

Start Date End Date
mm/ddsyyyy =] ] mm/ddiyyyy = l

Search by Order / Transaction Number

I JOC00C00CO-XO0M-M00000C l [ Label Number v | 9405503699300718846654 ] Payment Method ~
Orders (1) < >
O order £ Date Labels Payment Method Total

O 605719152 October 21, 2024 1 DISG-5067 $10.45
View Order

Search by Recipient Name
a) Clickonthe action dropdown and select Recipient Name. Once selected, enter the Recipient
Name associated with a specific Legacy order in the Search textbox.

Order History Dashboard Archived History E All Ord
xport lers

Start Date End Date

w8 [ 8]

Search by Order / Transaction Number

l XODOOCOCOO-000-00000( | Recipient Name Search I Payment Method v
Label Number
Recipient Name
Orders (3) < >
Recipient Email
0 Order & 0z e | REEEETAEEEE Labels Payment Method Total 33
Refund Transaction

D 605719152 October 21,2024 1 DISC-5067 $10.45
View Order

b) Once the Recipient Name is entered, the associated Legacy order(s) will automatically be
displayed.

74



Order History

Start Data

Dashboard

Archived History

End Date

mm/dd/yyyy

8)(~ 8]

Search by Order / Transaction Number

Export All Orders

| IOOCOOCOCOCK- X000 X000

|

Recipient Name V‘ Johnny

Payment Method

|

-
Orders (2) < >
Order $ Date Labels Payment Method Total &
605718152 October 21, 2024 1 DISG-5087 $10.45
View Order
O 605274290 September 26, 2024 1 DISG-5067 $9.85 -
View Order

Search by Recipient Email
a) Clickonthe action dropdown and select Recipient Email. Once selected, enter the Recipient
Email associated with a specific Legacy order(s) in the Search textbox.

Order History Dashboard Archived History
Export All Orders
Start Date End Data
mm/ddiyyyy mnvddiyyyy & ]
Search by Order / Transaction Number
[ HCOOCOCOOOOL- 3000200000 ] Recipient Email ~ Search I Payment Method v
Label Number
Recipient Name
Orders (3) < >
Recipient Email
O Order & Ry | FEERETIATEIES Labels Payment Method Total 3
Refund Transaction
] 605719152 October 21,2024 1 DISG-5067

310.45
View Order

b) Once the Recipient Email is entered, the associated Legacy order(s) will automatically be

displayed.
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Order History Dashboard Archived History E All Ord
Xport lers

Start Date End Date

mm/ddryyyy =] l l mm/ddsyyyy =]

Search by Order / Transaction Number

l 30080000000(-X000-H000K ] Recipient Email v~ | Search l Payment Method -
Orders (3) < >
[} order Date Labels Payment Method Total

(] 605719152 October 21, 2024 1 DISC-5067 $10.45
View Order

Search by Recipient Address

Click on the action dropdown and select Recipient Address. Once selected, enter the
Recipient Address associated with a specific Legacy order in the Search textbox.

Order History Dashboard Archived History E All Ord
xport lers

Start Date End Date
mm/dd/yyyy mm/dd/yyyy = l
Search by Order / Transaction Number
[ JOC0OCOOOCOE-X000-D00000( | [ Recipient Address Search I Payment Method v
Label Number
Recipient Name
Orders (3) < >
Recipient Email
0 order $ LRkl  Reciplent Address Labels Payment Method Total &

Refund Transaction

D 605719152 October 21,2024 1 DISC-5067 $10.45
View Order

Once the Recipient Address is entered, the associated Legacy order(s) will automatically be
displayed.
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Order History Dashboard Archived History E All Ord
xport ers

Start Date End Date
mm/ddsyyyy & l mm/ddlyyyy & l
Search by Order / Transaction Number
l XOCOCOCCON- 0000000 l Recipient Address v | 318 I Payment Method v
Orders (2) < >
Order $ Date Labels Payment Method Total
605719152 October 21, 2024 1 DISG-5067 $10.45
View Order
O 805274290 September 26, 2024 1 DISG-5087 59.85 -
View Order

Search by Refund Transaction
a) Clickonthe action dropdown and select Refund Transaction. Once selected, enter the Legacy
Refund Transaction Number associated with a specific Legacy order in the Search textbox.

Order History Dashboard Archived History E All Ord
Xport lers

Start Data End Data
mm/ddiyyyy & ] mmvddiyyyy =] l
Search by Order / Transaction Number
l KOOOOCOOOTO-X00O00000K l | Refund Transactionw Search I Payment Method v
Label Number

Recipient Name

Orders (3) < >

Recipient Email

Recipient Address Labels Payment Method Total

1 DISG-5067 $10.45 .
View Order

O Order Date £

Refund Transaction

O 805719152

b) Once the Legacy Refund Transaction Number is entered, the associated Legacy order(s) will
automatically be displayed.
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Order History Dashboard Archived History E All Ord
xport lers

Start Date End Date

mmiddsyyyy l

mmvddiyyyy & l

Search by Order / Transaction Number

| SCOLOCOCOTO-XO0O-X00000K | Refund Transactionw Search ] Payment Method ~ |
Orders (3) < >
O Order & Date Labels Payment Method Total

O 605719152 October 21, 2024 1 DISG-5067 $10.45 i
View Order

Search by Payment Method

Select the Payment Method dropdown and select a payment method type.

Order History Dashbeard Archived History E All Ordi
xport lers

Start Date End Date

8

mm/ddAyyyy ]

mm/ddryyyy & l

Search by Order / Transaction Number
| SCOOCOOCCON-YOOM-00000( | Refund Transaction~ | Search Payment Method ~
Payment Method
AGH Payment
Orders (3)
Trust Account
O order Date {3 Labels Payment Method Total & Gredit Gard
Paypal Account
(] 605719152 October 21, 2024 1 DISG-5067 $10.45 EPS Debit Account
Loyalty Credits

b) Once the Payment Method type is selected, the associated Legacy order(s) will automatically

be displayed.
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Order History Dashboard Archived History
Export All Orders
Stan Data End Date
mm/ddryyyy = mm/ddryyyy & l
Search by Order / Transaction Number
| JO0OCOO0COX-X000(-2X00000K ] Refund Transactionv Search | Gredit Gard w
Orders (3) < >
(] Order § Date Labels Payment Method Total £
|:| 605719152 October 21, 2024 1 DISC-5067 $10.45
View Order
D 605283289 September 27, 2024 1 DISC-5067 $24.80 N
View Order

All Actions for Legacy Orders within Archived History

Within the Archived History, you’ll be able to perform multiple actions to one or multiple Legacy

orders at atime.

Export All Order History via CSV File
a) Toexportyourentire Legacy Order History at once, select Export All Orders button (this
option will be displayed by default if no Legacy orders are selected).

View Order

Order History Dashboard Archived History
Export All Orders
Start Date End Date
mm/ddAyyy & mmvddiyyyy & l
Search by Order / Transaction Number
I OO0V -0 l Refund Transaction~ | Search ] Credit Card ~ l
Orders (3) < >
Order £ Date Labels Payment Method Total £
605719152 October 21, 2024 1 DISC-5067 $10.45
View Order
O 605283239 September 27, 2024 1 DISC-5067 $24.80 i
View Order
O 605274290 September 26, 2024 1 DISG-5067 $9.85
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b)

c)

d)

Once selected, an Export Shipping History popup modal will be displayed. Select a time
frame from the Time Period dropdown.

Export Shipping History

Time Pariod

Past 7 days Ed

Past 7 deys

Past 80 deys

Past B0 deys

Custom

Enter your email in the Email section to have the CSV file emailed to you (optional).

X
Export Shipping History

Time Pariod

Past 30 days W |

The C3V file you export will automatically downlkoad in yvour browser and be sent to the following
email addrags. If the file size excoads the maximurn limit, it will cnly be sent by email.

Email

=N

Select Export to export the CSV file.
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Export Shipping History

Time Pariod

Past 30 days

v ‘

The CSV file you export will automatically download in vouwr browser and be sent to the following
email address. If the file size exceads the maximurm limit, it will only be sent by email.

Email

[ — ]

Export Specific Legacy Orders from Archived History via CSV File
a) To export specific Legacy orders from your Archived History, select the checkbox of the

Legacy Orders that you would like to export.
b) Selectthe Export Selected Orders button.

View Order

Order History Dashbeoard Archived History
I Export Selected Orders (2) I
Start Date
mm/ddryyyy & ] mm/ddryyyy & l
Search by Order / Transaction Number
l JOOOCOOO0CO-XC00-00000( | [ Refund Transactionw Search ] l Credit Card ~
Orders (3) < >
O Order 2 pate $ Labels Payment Method Total £
605719152 October 21, 2024 1 DISC-5067 $1045
View Order
605283289 September 27, 2024 1 DISC-5067 $24.80 i
View Order
[l 605274290 September 26, 2024 1 DISC-5067 $9.85
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c) Once selected, an Export Shipping History popup modal will be displayed. Enter your
email in the Email section to have the CSV file emailed to you (optional).

Export Shipping History

The C3V file you export will automatically download in vour browsear and be sent to the following
email address. If the file size excoeds the maximum lmit, it will onby be sent by email.

Email

=

d) Select Export to export the CSV file.

Export Shipping History

The CSV file you export will automatically download in vour browsar and be sent to the following
email addrags. If the file size excoads the maximum limit, it will cnly be sent by email.

Email

L=
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View Order Details

a)

To view the details of a Legacy order, select the View Order button or the Order ID hyperlink
under the Order section.

Order History Dashboard Archived History Export All Ord
Xpol ers

Start Date End Date

mm/dd/yyyy & |

mim/daryyyy & l

Search by Order / Transaction Number

| IOCOOCOCOOCL-X000E-X00000( ] l Label Number ~

Search l

Payment Method ~

Orders (3) < >

O order Date £ Labels Payment Method Total

(] 605719152 October 21, 2024 1 DISC-5067 $10.45

View Order
(] 605283289 September 27, 2024 1 DISC-5067 £24.30 i

View Order

Searching for Legacy Labels within Legacy Order Details Page

Within the Leacy Order Details page, you’ll be able to filter search for your purchased labels by
different filters. A banner will also be displayed to let you know that ‘you are currently viewing
Shipping History from the Legacy version of Click-N-Ship. Limited functionality is available’.

Search by Label Number

a)

Select Label Number from the dropdown and enter the Legacy Label Number in the Search
textbox.

< Back to Order History

History.

I ® You are currently viewing Shipping History from the Legacy version of Click-N-Ship. Limited functionality is available. To view any new labels, view your current Shipping

Label Number VI Search I [ mm/ddAyyyy -] ] [ Shipped Status Vl

Payment Status ~ l Service Type v
Label Number
Recipient Name
< >
Recipient Email
Recipient Address Recipient $ Service Type Tracking Payment Status Cost $

O October 21, 2024 CLARK KENT PM-FRE 94055036993007 18846654 Refunded $10.45 5 > .
SUPERMAN WAREHOUSE Ship Again :

300 SUPERMAN ST
CHARLOTTE, NC 28262-2550
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b) Once the Label Number is entered, the associated Legacy label(s) will automatically be

displayed.

€ Back to Order History

Label Number ~ Search | l mm/dd/yyyy ] Shipped Status v Payment Status b l Service Type v
Labels (1) < >
Il Ship Date c Recipient C Service Type Tracking Payment Status Cost c
[l October 21, 2024 CLARK KENT PM-FRE 94055036993007 18846654 Refunded $10.45 . . .
SUPERMAN WAREHOUSE Ship Again :
300 SUPERMAN ST
GCHARLOTTE, NC 28262-2550

Search Recipient Name
a) Select Recipient Name from the dropdown and enter the recipient’s name in the Search

textbox.

< Back to Order History

I @ You are currently viewing Shipping History from the Legacy version of Click-N-Ship. Limited functionality is available. To view any new labels, view your current Shipping
History.

Payment Status v l

Shipped Status v l

Label Number vI Search I [ mnvdd/yyyy & l

ab be

Recipient Name
< >

Recipient Email
Cost

Recipient Address Recipient $ Service Type Tracking Payment Status

[0  octovber21, 2024 GLARK KENT PM-FRE 4055036093007 18846654 Refunded $10.45 - = s
SUPERMAN WAREHOUSE Ship Again :

300 SUPERMAN ST
CHARLOTTE, NC 28262-2550

b) Once the recipient’s name is entered, the associated Legacy label(s) will automatically be

displayed.
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< Back to Order History

Recipient Name ~ Jnnnny{ | [ mm/dddyyyy ﬁ ] [ Shipped Status ~ } l Payment Status ~ l l Service Type ~
Labels (1) < >
O Ship Date Recipient Service Type Tracking Payment Status Cost

O October 21, 2024 CLARK KENT PM-FRE 94055036993007 18846654 Refunded $10.45 .
SUPERMAN WAREHOUSE Ship Again :

300 SUPERMAN ST

CHARLOTTE, NG 28262-2550

Search Recipient Email

a) Select Recipient Email from the dropdown and enter the recipient’s email in the Search
textbox.

< Back to Order History

I ® You are currently viewing Shipping History from the Legacy version of Click-N-Ship. Limited functionality is available. To view any new labels, view your current Shipping

History.
Label Number v searcn mm/adAyyyy & ] [ Shipped Status vJ Payment Status vl Service Type v
< >
Recipient Email
Reciplent Addiess Recipient $ Service Type Tracking Payment Status cost $

O October 21, 2024 CLARK KENT PM-FRE 4 718841 Refunded $10.45 .
SUPERMAN WAREHOUSE :

300 SUPERMAN ST
CHARLOTTE, NC 28262-2550

b) Once the recipient’s email is entered, the associated Legacy label(s) will automatically be
displayed.
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€ Back to Order History

Recipient Email v | Search | l mm/ddAyyyy n l Shipped Status v ‘ Payment Status ~ I Senvice Type ~
Labels (1) < >
|:] Ship Date c Recipient c Service Type Tracking Payment Status Cost c
O October 21, 2024 CLARK KENT PM-FRE 94055036993007 18846654 Refunded $10.45 .
SUPERMAN WAREHOUSE Ship Again :
300 SUPERMAN ST
GHARLOTTE, NC 28262-2550

Search by Recipient Address
a) Select Recipient Address from the dropdown and enter the Recipient Address in the Search

textbox.

< Back to Order History

® You are currently viewing Shipping History from the Legacy version of Click-N-Ship. Limited functionality is available. To view any new labels, view your current Shipping

History.
Label Number v | search I l mm/dd/yyyy & I l Shipped Status vl I Payment Status vl l Service Type v
Label Number
Recipient Name
< >
Reciplont fddess Recipient $ Service Type Tracking Payment Status Cost &
O October 21, 2024 CLARK KENT PM-FRE 4055036093007 18846654 Refunded $10.45 > > .
SUPERMAN WAREHOUSE Ship Again H

300 SUPERMAN ST
CHARLOTTE, NC 28262-2550

b) Once the Recipient Address is entered, the associated Legacy label(s) will automatically be

displayed.
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< Back to Order History

Recipient Address o 31| | | mm/ddAyyyy ﬁ ] I Shipped Status ~ l | Payment Status ~ | | Service Type ~
Labels (1) < >
O Ship Date c Recipient c Service Type Tracking Payment Status Cost c
D October 21, 2024 CLARK KENT PM-FRE 94055036993007 18846654 Refunded $10.45 .
‘SUPERMAN WAREHOUSE .
300 SUPERMAN ST
CHARLOTTE, NG 28262-2550

Search by Date
a) Selectthe calendaricon from the Date section.

< Back to Order History,

Label Number v | search ] l mvddAyyy & l Shipped Status v] Payment Status V] l Service Type .
| March 2025 ~ ~ L
Labels (1) Su Mo Tu We Th Fr Sa . .

23 24 25 26 27 28 1

O Ship Date Recipient £ n 304 5 8 7 8 Payment Status Cost &
9 10 M 12 13 14 15 |
El QOctober 21, 2024 GCLARK KENT 16 17 18 19 20 21 22 599300718846654 Refunded $10.45

SUPERMAN WAREHOUSE

300 SUPERMAN ST
GHARLOTTE, NC 28262-2550 30 3 1 2 3 4 5

23 24 25 26 27 28 29

b) Once the date is selected, the associated Legacy label(s) will automatically be displayed.

¢ Back to Order History

Label Number ~ Search | l 10/21/2024 ﬁ | Shipped Status v Payment Status ~ I [ Service Type ~
Labels (1) < >

O Ship Date £ Recipient £ Service Type Tracking Payment Status Cost £

D October 21, 2024 CLARK KENT PM-FRE 94055036993007 18846654 Refunded §10.45

SUPERMAN WAREHOUSE

300 SUPERMAN ST
CHARLOTTE, NG 28262-2550
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Search by Shipped Status
a) Select a Shipped Status type from the Shipped Status section.

< Back to Order History
Label Number ~ | search l l 10/21/2024 ﬁ Payment Status v l Service Type v
Labels (1) < >
Ship Date ] Recipient s Service Type Tracking Payment Status Cost 2
v v ~

rober 21, - nde x .
October 21, 2024 CLARK KENT PM-FRE 94055036993007 18845654 Refunded $10.45 . .
Ship Again H

SUPERMAN WAREHOUSE

300 SUPERMAN ST
CHARLOTTE, NG 28262-2550

b) Once the Shipped Status is selected, the associated Legacy label(s) will automatically be

displayed.

< Back to Order History

Label Number v | Search l I 10/21/2024 a ] ‘ Shipped Status v Payment Status ~ I [ Senvice Type ~
Labels (1) < >
|:] Ship Date c Recipient c Service Type Tracking Payment Status Cost c

[0  october 21, 2024 CLARK KENT PM-FRE 94055036993007 18846654 Refunded $10.45 ) ) .
Ship Again -

SUPERMAN WAREHOUSE

300 SUPERMAN ST
CHARLOTTE, NG 28262-2550

Search by Payment Status
a) Select a Payment Status type from the Payment Status section.
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< Back to Order History

Label Number ~ | Search ] I mm/dddyyyy ﬁ l l Shipped Status ~ Payment Status
Payment Status
Account Charged
Labels (1)
Refunded
[0 shippate 3 Recipient £ Service Type Tracking paj Refund Failed
Refund Pending
[0 september 26, 2024 GLARK KENT PM-FRE 9405503629300714547326 Re]  Refund Gancelled

SUPERMAN WAREHOUSE

300 SUPERMAN ST
GHARLOTTE, NG 28262-2550

~ Service Type ~

Ship Again | :

b) Once the Payment Status is selected, the associated Legacy label(s) will automatically be

displayed.

< Back to Order History,

Label Number ~ | search I l mm/dd/yyyy & | l Shipped Status ~ } Refunded v [ Service Type ~
Labels (1) <« >
O Ship Date Reciplent £ Service Type Tracking Payment Status Gost o
[0  september26, 2024 CLARK KENT PM-FRE 9405503699300714547326 Refunded 5985 - - .
SUPERMAN WAREHOUSE Ship Again :
300 SUPERMAN ST
GHARLOTTE, NG 28262-2550

Search by Service Type
a) Select a Service Type from the Service Type dropdown.
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b)

¢ Back to Order History

Label Number ¥ | Search ] [ mm/dd/yyyy ﬁ l l Shipped Status ~ I l Refunded ~ Service Type ~
Priority Mail®

Labels (1)
Priority Mail® Express

O shppae $ Recipient SeviceType  Tracking Payment Status Cost & Prionity Mail® Cubic
USPS Ground Advantage®

O September 26, 2024 CLARK KENT PM-FRE 9405503680300714547326 Refunded $9.85 USPS Ground Advantage® Gubic

Results per page

SUPERMAN WAREHOUSE

300 SUPERMAN ST
CHARLOTTE, NG 28262-2550

Pricrity Mail® International
Prionity Mail® Express International
First Class Package International Service

Connect Local™

Connect Local™ Mail

Once the Service Type is selected, the associated Legacy label(s) will automatically be

displayed.

< Back to Order History

Label Number ~ | search ] l mmiddiyyyy =] l l Shipped Status v] Refunded vl l Priority Mail® ~
Labels (1) < >
O Ship Date Recipient $ Service Type Tracking Payment Status Cost
|:| September 26, 2024 CLARK KENT PM-FRE 8405503693300714547326 Refunded 3985 :
:

SUPERMAN WAREHOUSE

300 SUPERMAN ST
CHARLOTTE, NG 28262-2550

90



All Actions for Legacy Labels within Legacy Order Details Page

Within the Legacy Order Details page, you’ll be able to perform multiple actions to one or multiple
Legacy labels at a time. A banner will also be displayed to let you know that ‘you are currently
viewing Shipping History from the Legacy version of Click-N-Ship. Limited functionality is available’.
Please note, the Printing functionality is not available for Legacy labels.

1) Select Label(s)
a) Selectthe Checkbox of the specific label(s) that you would like to modify.

< Back to Order History

I @ You are currently viewing Shipping History from the Legacy version of Click-N-Ship. Limited functionality is available. To view any new labels, view your current Shipping
History.

[ Label Number ~ | searcn | [ mmiddiyyyy = } Shipped Status ~ Payment Status v } Service Type ~
; . . A
Labels (1) Mote: not all actions are evailabie for the labels selected 1label  Track Ship Again ! ¢ >
Ship Date & Recipient £ Senvice Type Tracking Payment Status Cost $
October 21, 2024 CLARK KENT PM-FRE 9405503699300718846654 Refunded $1045 R R "
SUPERMAN WAREHOUSE Ship Again :

300 SUPERMAN ST
CHARLOTTE, NG 28262-2550

Results per page

Track
Ship Again
Refund
Cancel Refund

Create Return Label

View USPS Tracking
a) Ifyou would like to view the USPS® tracking for the selected Legacy label, select Track.
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< Back to Order History

[6) You are currently viewing Shipping History from the Legacy version of Click-N-Ship. Limited functionality is available. To view any new labels, view your current Shipping
History.

Label Number ~ | search I [ mm/dddyyyy ﬁ I [ Shipped Status v I I Payment Status ~ J I Service Type ~
Labels (1) Note: not all actions are available for the labeis selected 1 Label Ship Again Refund ?TUEH] < >
e
Ship Date & Recipient Service Type Tracking Payment Status Cost £
October 21, 2024 CLARK KENT PM-FRE 94055036993007 18846654 Refunded $10.45 i . .
SUPERMAN WAREHOUSE Ship Again :
300 SUPERMAN ST Track
CHARLOTTE, NG 28262-2550
Ship Again

Refund

Results per page Cancel Refund

Create Return Label

b) Once selected, you will be redirected to the USPS® Tracking page for that Legacy label.

USPS Tracking® Tracking FAQs >

Track Packages

Get the free Informed Delivery® feature to receive
g Learn More
automated notifications on your packages

Tracking Number: Remove X
9405830109355114139311

FD Copy 9&' Add to Informed Delivery

Pre-Shipment

Latest Update @ Shipping Label Created, USPS Awaiting ltem
ARLINGTON, VA 22209
A shipping label has been prepared for your item. A delivery date July 14, 2024, 4:24 pm

will be provided when USPS receives the package; contact the
shipper or shipping partner with any inquiries.
®  Pre-Shipment, USPS Awaiting ltem

July 14, 2024

Get More Out of USPS Tracking:
@ USPS Tracking Plus® What Do USPS Tracking Statuses Mean?

Ship Label Again

a) Ifyou would like to ship the same label again, select Ship Again.
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< Back to Order History

I [6) You are currently viewing Shipping History from the Legacy version of Click-N-Ship. Limited functionality is available. To view any new labels, view your current Shipping
History.

[ Label Number ~ | search I [ mm/dddyyyy ﬁ I [ Shipped Status v I I Payment Status ~ J I Service Type ~
Labels (1) Note:nct ol acions e avslblefor e s seted [ 1 Lavel  Track Gancel | Cress Retrn PN
Refun abe
Ship Date & Recipient Service Type Tracking Payment Status Cost £
October 21, 2024 CLARK KENT PM-FRE 94055036993007 18846654 Refunded $10.45 i . .
SUPERMAN WAREHOUSE Ship Again :
300 SUPERMAN ST Track
CHARLOTTE, NG 28262-2550
Ship Again

Refund

Results per page Cancel Refund

Create Return Label

b) Once selected, a new label with the exact same details will be readded to your Label Cart
and the following green message bar will be displayed at the top of the page.

© vLocetions & suppont %* informea Deiivery Hi, Jonnny

= USPSCOM’ m |i @ Success! Added D21E5188-4E89-4646-B444-2DD49TAS538A to it termational - a

CliCk'N'Ship® Switch Payer Account T o
SBhipping with account: My Account ..

Label Manager / Shipping History / Address Book / USPSGConnect® / DirectConnect / Preferences / SCAN Forms New Label

< Back to Order History.

Request / Cancel Refund for Label(s)
a) Ifyou would like to request a refund for the selected Legacy label, select Refund.
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< Back to Order History

I ® You are currently viewing Shipping History from the Legacy version of Click-N-Ship. Limited functionality is available. To view any new labels, view your current Shipping

History.
[ Label Number v | Search I [ mm/dd/yyyy ﬁ l l Shipped Status h g I Payment Status v ‘ l Service Type v
Labels (1) Note: not all actions are available for the labeis selected 1label  Track Ship Again ’r‘ "::“‘ < >

Ship Date Recipient $ Service Type Tracking Payment Status Cost

October 21, 2024 CLARK KENT PM-FRE 9405503639300718846654 Account Charged $10.45 . . .
SUPERMAN WAREHOUSE Ship Again S
300 SUPERMAN ST Track
CHARLOTTE, NC 28262-2550

Ship Again

Refund
Results per page Cancel Refund

Create Return Label

b) Ifthe refund is successful, you will see the following green message bar displayed at the
top of the page.

o « @ Locations ¥ support %* informed Delivery Hi, Jonnny
.E USPS CO Mo (& Success: refunded item(s): d21e5188-4e89-4646-b444-2dd497a8538a — - Q
= = Switch Payer Account
Click-N-Ship® CF oot
Shipping with account: My Account ..

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

c) Ifyou have requested a refund for the selected Legacy label and would like to cancel a
refund, select Cancel Refund.
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< Back to Order History

I [6) You are currently viewing Shipping History from the Legacy version of Click-N-Ship. Limited functionality is available. To view any new labels, view your current Shipping
History.

[ Label Number Y Search ] I mm/ddryyyy ﬁ l l Shipped Status ~ ] I Payment Status ~ ] [ Service Type -
Cancel sreate Ret

Labels (1) Mote: nat & actions & availabie for the labels seiected 1Label  Track Ship Again Reft Refund . < >

Ship Date $ Recipient Service Type Tracking Payment Status Cost

October 21, 2024 CLARK KENT PM-FRE 94055036893007 18846654 Refund Pending $10.45 . R :
SUPERMAN WAREHOUSE Ship Again :
300 SUPERMAN ST Track
CHARLOTTE, NC 28262-2550

Ship Again

Refund

Results per page Ganeel Refund

Create Return Label

d) Ifthe refund is successfully canceled, you will see the following green message bar
displayed at the top of the page.

- « @ ocaions 3 suppon #* informea Detivery Hi, Jcnnny
EUSPS COM:» (& Success: cancelled refund(s) for d21e5188-4e89-4646-b444-2dd497a8538a o o Q

Cllck'N'Sh|p® Switch Payer Account \;f can

Shipping with account: My Account

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

All Actions within the Legacy Label Details Page

Within the Legacy Label Details page of a selected Legacy label, you’ll be able to perform multiple
actions to that specific label. A banner will also be displayed to let you know that ‘you are currently
viewing Shipping History from the Legacy version of Click-N-Ship. Limited functionality is available’.
Please note, the Printing functionality is not available for Legacy labels.

1) Select a Label to View
a) Selectthe Label Number hyperlink of the Legacy label that you would like to view.
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< Back to Order History

I ® ‘You are currently viewing Shipping History from the Legacy version of Click-N-Ship. Limited functionality is available. To view any new labels, view your current Shipping
History,

[ Label Number ~ | Search I [ mm/ddAyyyy ] l Shipped Status v I I Payment Status ~ I l Service Type ~
. _ o o Cancel Create Return
Labels (1) MNate: not all actions ere evaileble for the labels selected 1 Label Track Ship Again Refund Refund Lahel < >
Ship Date & Recipient Service Type Tracking Payment Status Cost $
October 21, 2024 JOHNNY LOPEZ PM-FRE 9405503699300718846654 Refunded $10.45 R | .
JOHNNY'S BAKERY Ship Again :
300 SUPERMAN ST

Track
CHARLOTTE, NC 28262-2550

Results per page

Ship Again
Refund
Cancel Refund

Create Return Label

View USPS Tracking for Label

a)

b)

If you would like to view the USPS® tracking for the Legacy label, select USPS Tracking from the
More Actions section, and you’ll be redirected to the USPS® tracking page for that label.

< Back to Order Details

Label # 94055036993007 18846654

I G,) You are ly viewing a label d with the Legacy version of Click-N-Ship. Limited functionality is available.
More Actions © Delivery Status

Trackong Number
Ship Again > 420282629405503699300718846654
o — S YIS
File An Insurance Claim > Delivered
Request s Refund >

Once selected, you will be redirected to the USPS® Tracking page for that label.
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Tracking Number:
CA000588895US

[E| Copy 9&' Add to Informed Delivery

Remove X

Pre-Shipment
Latest Update @ Shipping Label Created, USPS Awaiting Item

WASHINGTON, DC 20005

A shipping label has been prepared for your item. A delivery date February 28, 2025, 4:00 pm

will be provided when USPS receives the package; contact the
shipper or shipping partner with any inquiries.

What Do USPS Tracking Statuses Mean?

Get More Out of USPS Tracking:
@1 USPS Tracking Plus®

Text & Email Updates

N
USPS Tracking Plus® N
Product Information N

Ship Label Again

a) Ifyou would like to ship the same label again, select Ship Again.
< Back 1o Order Details

Label # 94055036993007 18846654

IG)Youare ly viewing a label

with the Legacy version of Click-N-Ship. Limited functionality is available.

More Actions © Delivery Status

Tracking Number

420282629405503699300718846654

b) Once selected, a new label with the exact same details will be readded to your Label Cart

and the following green message bar will be displayed at the top of the page.
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o ;
@ vLocations € suppont %" informea Detivery Hi, Jonnny

- X
E USPSCO M&e mli (@ Success! Added D21E5188-4E89-4646-B444-2DD497A8528A to Cart. \ntermational eln Q

Click_N_Ship® Switch Payer Account \;.f con

SBhipping with account: My Account

Label Manager / Shipping History / Address Book / USPSGConnect® / DirectConnect / Preferences / SCAN Forms New Label

< Back to Order History,

File an Insurance Claim for the Label
a) Ifyou would like to file an insurance claim for the selected Legacy label, refer to the Need
Help section and select File an Insurance Claim and you will be redirected to the USPS®
Claims Portal.

< Back to Order Details

Label # 9405503699300718846654

I ® You are ly viewing a label with the Legacy version of Click-N-Ship. Limited functionality is available.

More Actions © Delivery Status
USPS Tracking > Tracking Number
Ship Again > 420282629405503699300718846654
Need Help? ©
Staus ot Avaae
Request s Refund > The tracking number may be incorrect or the status update is not yet available. Please verify your tracking

number and try again later.
Bequest A Service Refund >

Request / Cancel a Refund
a) Ifyou would like to request a refund for the selected Legacy label, refer to the Need Help
section and select Request a Refund.
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https://www.usps.com/help/claims.htm
https://www.usps.com/help/claims.htm

< Back to Order Details

Label # 9405503699300718846654

I ® You are y viewing a label with the Legacy version of Click-N-Ship. Limited functionality is available.

More Actions © Delivery Status

USPS Tracking > Tracking Number

Ship Again > 420282629405503699300718846654

Need Help? ©®

File An Insurance Claim > Status Not Available
The tracking number may be incorrect or the status update is not yet available. Please verify your tracking

number and try again later.

Request A Service Refund »

b) Once selected, a confirmation popup will be displayed. Select Yes to proceed with
requesting a refund.

Are you sure you want to refund this item?

| I

c) Iftherefundis successful, you will see the following green message bar displayed at the
top of the page.

© vocations. & support %* informed Delivery Hi, Jonnny

x
EUSPSCOM’ || @ Success: refunded item(s): d21e5188-489-4646-b444-2dd49728538a \nternationat et Q

CliCk-N-Ship® Switch Payer Account O oun
Shipping with account: My Account ..

Label Manager / Shipping History / Address Book / USPS Gonnect® / DirectConnect / Preferences / SCAN Forms New Label

d) Ifyou have requested a refund for the selected Legacy label, refer to the Need Help section
again and select Cancel Refund.

99



< Back to Order Details

Label # 94055036993007 18846654

I ® You are ¢ ly viewing a label d with the Legacy version of Click-N-Ship. Limited functionality is available.
More Actions © Delivery Status
USPS Tracking >

Tracking Number
Ship Again > 420282629405503699300718846654

Need Help? ©
File An Insurance Claim > Status Not Available

The tracking number may be incorrect or the status update is not yet available. Please verify your tracking

number and ti ain later.
Request A Service Refund » Y 8g

e) Iftherefund is successfully canceled, you will see the following green message bar
displayed at the top of the page.

o Ouoions  Dswpon A momecoehay i oneny
E USPS COMQ m @ Success: cancelled refund(s) for d21e5188-4e89-4646-b444-2dd497a8538a termationat e Q
X

i i Switch Payer A
C||Ck-N-Sh|p® Switch Payer Account OF o
Shipping with account: My Account ..

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

Request a Service Refund
a) Torequestarefund for an unused or unwanted extra service, refer to the Need Help
section and select Request a Service Refund and you will be redirected to the USPS®
Service Refund Portal.
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https://servicerefunds.usps.com/OSR/landing-populated?trackingId=4207823845409405830109355114139311&mailingDate=2024-07-14T00:00:00Z
https://servicerefunds.usps.com/OSR/landing-populated?trackingId=4207823845409405830109355114139311&mailingDate=2024-07-14T00:00:00Z

< Back to Order Details

Label # 9405503699300718846654

I ® You are currently viewing a label created with the Legacy version of Click-N-Ship. Limited functionality is available.

More Actions © Delivery Status

USPS Tracking > Tracking Number

Ship Again > 420282629405503699300718846654

Need Help? ©

File An Insurance Claim > Status Not Available
Request a Refund > The tracking number may be incorrect or the status update is not yet available. Please verify your tracking

number and ti ain later.
Request A Service Refund » & o0

View Label’s Delivery Status
a) Toview the Legacy label’s Delivery Status, refer to the Delivery Status section and select the
hyperlinked Tracking Number to be redirected to the USPS® tracking page for that Legacy
label.
i Note, this can also select USPS Tracking from the More Actions section, and you’ll be
redirected to the USPS® tracking page for that label.
b) Toview the delivery status of the package, refer to the Delivery Status progress bar.

< Back to Order Details

Label # 94055036993007 18846654

I G:) You are ci ly viewing a label d with the Legacy version of Click-N-Ship. Limited functionality is available.
More Actions @ Delivery Status
(i) Tracking Number
Ship Again > (a) | 420282620405503699300718846654 |
Need Help? ® (b) I
File An Insurance Claim > Status Not
Request s Refund > The tracking number may be incorrect or the status update is not yet available. Please verify your tracking

number and try again later.

Request A Service Refund »

View Label Details & Order Summary
a) Toview the Legacy label details (such as Return Address, Delivery Address, Package Type, and
Service Type), refer to the Details section of the Legacy Label Details page.

101



Label # 94055036993007 18846654

I G) You are cumrently viewing a label created with the Legacy version of Click-N-Ship. Limited functionality is available.

More Actions @ Delivery Status
USPS Tracking > Tracking Number
Ship Again > 22622 3

Need Help? @
Status Not Available
File An Insurance Claim > The tracking number may be incorrect or the status update is not yet available. Please verify your tracking
Reguest o Refund > number and try again later.
uest A Service Refund .
B % Details

Account Number

2289922211

Return Address Package

CLARK KENT Flat Rate Envelope
SUPERMAN WAREHOUSE

1400 SUPERMAN ST NW
WASHINGTON, DC 20005-1224

clark.kent@gmail.com
Service Type

Delivery Address Priority Mail®
JOE BOB

1414 S BURGER 5T
CHARLOTTE, NC 28203-5177

b) Toview the Order Details (such as the Order Number ID, Transaction Type, Payment Method
Type, and Payment Status), refer to the left side of the Details section.
c) Toviewthe Label Summary, refer to the right side of the Details section.

Order Number Service Type Price
2E984587-4391-61C8-E063-8A042A3896C1 Priority Mail® Flat Rate $10.45
Envelope
Transaction Type
LABEL Label Total $10.45
(b) Payment Method (c)
DISC-5087

Payment Status

Refunded
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View Labels Action History Table

a) Toview all actions made toward the label, refer to the Label History table at the bottom of the
Legacy Label Details page. Here you will see the timestamp along with the action that was
performed on that specific label (such as paying, printing, requesting a refund, etc.).

Timestamp Message
10/21/2024 11:43 AM LABEL REFPRINTED
10/21/2024 11:42 AM LABEL PRINTED
10/21/2024 11:42 AM Getting Payment
10/21/2024 12:03 PM REFUMD PROCESSED : Refund transaction successfully processed
1072172024 11:41 AM Setting Payment
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