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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

Click-N-Ship®

Labal Manager Shipping History Address Book USPS Connect® Direct Connect Preferances SGCAN Forms

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

Order History Dashboard

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 |/ AddressBook [ USPS Connect® [ Direct Connect [/ Preferences [ SGAN Forms

Hl Britta ny! Enter & Label or Tracking Number to View Label Details E l
Account #:

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

- = ®
Click-N-Ship
Label Manager ¢ | Shipping History] ; Address Book ; USPS Connect®  Direct Connect [ Preferences [ SCANForms

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

Order History Dashboard

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



Order History Dashboard

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

Export All Orders

Stert Date End Date
|

June v 2026V < >

Recipient Name v‘ Search ] Payment Meathod vl l Platform vl l Shipper v
31 1 2 3 4 5 6
7 & 9 10 M 1z 13
1415 16 17 18 19 20 S
21 22 23 24 25 26 27

Date C Labels Payment Method Platform Shipper Total C

23 29 30 1 2 3 4

pi2-3677c279dead June 24, 2026 amed VISA-5053 Click-N-Ship &§i.32

View Order

b) Select the Calendar icon from the End Date section and select a date.
c) Once the Start and End Date are selected, the associated order(s) will automatically be

displayed in the Orders Table.

Order History Dashboard

View, search, and manage your shipping history, including requesting refunds, reprinting labels, and exporting your

Export All Orders

records on this page.
Stert Date End Date
|
GmehpromeTerseston | gune v 2026v <
LEELE T Eres St O H e earch ] Payment Method w l | Platform w l l Shipper W
1 2 3 4 5 6
T 3 % 10 1 12 13
Orders (1974) 1415 16 17 18 19 20 S
21 22 23 24 25 % 27
O Order c Labels Fayment Method Platfarm Shipper Total C

A a1 VISA-5053

O 019efaaf-3009-7]

Click-N-Ship

$1.32

Search by Order / Transaction Number
a)

Enter the 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).

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



Order History Dashboard

View, search, and manage your shipping history, includin, uesting refunds, reprinting labels, and orting your
_ ge ¥ ppRing . g req ng P g exporting Export All Orders
records on this page.
Start Dets End Dats
mmyddAyyyy & l l mm/ddfyyyy & l

Search by Crder / Trensaction
umber

DD 0O, l l Recipient Name ~ ‘ Search l l Payment Method v l l Platform w l l Shipper B
Orders (1986) <>
O Order & Date % Labels Payment Method Platform Shipper Total

O 01925182-d1bb-79c5-b884-354386a80162 May 22, 2026 amy:2 EPS5-5371 Click-N-Ship $22.24
View Order

Search by Label / Tracking Number

a) Clickonthe action dropdown and select Label / Tracking Number. Once selected, enter the
22-digit Label Number associated with a specific order in the Search textbox.
b) Once the Label Number is entered, the associated order(s) will automatically be displayed.

Order History Dashboard

\l'iew, aean:h, and manage your shipping histo A includin uesti refunda, reprintin Iabela, and ortin ‘aur
) ge Y ppRINg Ty, g reql ng o g XD gy Exporl All Orders
records on this page.

Start Dats End Date

mar @) [ w]

Search by Order / Trensaction
Mumbsr

l OGO, l ‘ Label / Tracking Numbear

Labal / Tracking Number

Recipient Name
Orders (1986)
Recipiant Email
0 Order Recipient Address Laheals Payment Mathod Platform Shipper Total &

Refund Transaction

e, 2026 a2 EP5-55T1 Click-M-Ship $22.24

: Batch Mame

Refarance Mumber




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.

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

Order History Dashboard

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

Start Date End Date
mm/ddAryyy ] I mm/ddAryyy ]
Search by Order / Transaction
Number
00000000 XOO-X000( I ﬂ Recipient Name v Search I [ Payment Method v ] [ Platform v ] [ Shipper v

Label / Tracking Number

Recipient Name

Orders (1986) Regipient Email 2 9

Recipient Address

1 Order $ Refund Transaction Labels Payment Method Platform Shipper Total $

<

Batch Name

O 019e5182-d1bb-79cq Reference Number P, 2026 ary:2 EPS-5371 Click-N-Ship $22.24
TN View Order

Search by Recipient Email

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

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

Order History Dashboard

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

Start Date End Date
mm/dd/yyyy E l mm/dd/yyyy E
Search by Order / Transaction
Number
OO0 I ” Recipient Email v email@ I I Payment Method VI [ Platform V‘ I Shipper v

Label / Tracking Number

Recipient Name

Orders (2) Recipient Email 2 ®
Recipient Address

O Order & Refund Transaction Labels Payment Method Platform Shipper Total

83

Batch Name

e3c65-0bae-77a 3 : - ick-N-Ship J
O 019e3065-0bae-77ad| Reference Number 2026 Qry: 4 VISA-5216 Click-N-Sh $37.63
M3 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.

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

Order History Dashboard

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

Start Date End Dste

mmiddiyyyy

i3

mm/ddAyyy =] l

Search by Order / Transaction
Number

H00000000QCC-XO00-)X00CK [ Recipient Address v 120 I ’ Payment Method v] [ Platform v‘ [ Shipper

Label / Tracking Number

<

Recipient Name

Recipient Email
Orders (2)
Recipient Address
O Order $ Refund Transaction Labels Payment Method Platform Shipper Total $

Batch Name

O 01904255-d1dc-79a5] Reference Number 2026 QTv:1

VISA-5216 Click-N-Ship $105.85
Ms View Order

MB View Order

[l 63f380a-Bbcd-4c32-92db-69d02711ea75  September 3, 2025 Qry:3 VISA-5053 Click-N-Ship $134.35

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.

b) Once the Refund Transaction Number is entered, the associated order(s) will automatically
be displayed.



Order History Dashboard

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

Start Date End Date
mm/ddAyyyy ﬁ I mm/ddAyyyy E
Search by Order / Transaction
Number
20OCOO0O0OC-XOOU-X000K I [‘ Refund Transaction ~ || Search Payment Method ~ I [ Platform v I Shipper v

Label / Tracking Number

Recipient Name

Orders (1 987) Recipient Email < >
Recipient Address
D Order C Refund Transaction Labels Payment Method Platform Shipper Total C

Batch Name

[} 019e8019-b1e7-7bo] Reference Number 7. 2026 Qry: 2 EPS-8901 Glick-N-Ship $100.46
M3 View Order

Search by Batch Name

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

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

Order History Dashboard

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

Start Date End Date
mm/ddAyyyy E l mm/ddAyyyy ﬁ
Search by Order / Transaction
Number
20000CCO0OC- X000 I [‘ Batch Name ~ || Search I [ Payment Method ~ I [ Platform v I I Shipper v

Label / Tracking Number

Recipient Name

Ol'ders (1 987) Recipient Email < >

Recipient Address

D Order c Refund Transaction o Labels Payment Method Platform Shipper Total c

[ 019e6b19-b1e7-7bo] Reference Number , 2026 Qrv: 2 EPS-8901 Click-N-Ship $100.46
MS 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.

10



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.

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

displayed.

Search by Payment Method

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

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

displayed.

Order History Dashboard

View, search, and manage your shipping history, including requesting refunds, reprinting labels, and exporting your

records on this page.

Export All Orders

Start Date End Date
mm/ddfyyyy ﬁ l mm/ddiyyyy ﬁ l
Search by Order / Transaction
Number
HOOOCOOCOOCK-XO00-3000L I I Reference Number ~ ‘ Search Payment Method v Platform v I I Shipper ~
ACH Payment
Orders (1987) Trust Account >
Gredit Card
Order & Date Labels Pay Paypal Account Shipper Total $
~ v & PP v
Official Mail Accounting System)
O 019e6b19-b1e7-7bc0-b2ad-fee581623642 May 27, 2026 Qry:2 epsf EPS Debit Account

I Lozalg Credits

MS

$100.46
View Order

Search by Platform

a) Selectthe Platform dropdown and select a platform type.
b) Once the Platform type is selected, the associated order(s) will automatically be displayed.

11




Order History Dashboard

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

Start Date End Date

mm/ddAnyy E ] mm/ddiyyyy E }
Search by Order / Transaction
Number

2000000000 XO00C-X000( ] Recipient Name v Search ] Payment Method v Platform hd

Mobile App
Orders (7) Click-N-Ship < >
O Order C Date c Labels Payment Method Platform Total c

D 019e6b0c-b83d-7cb0-9f89-d2cc4278efOc May 27, 2026 ary:1 DISCOVER-1238 Click-N-Ship $1.90
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.
b) Once the Shipper is selected, the associated order(s) for the selected Shipper will
automatically be displayed.

Order History Dashboard

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

Start Date End Date

mm/dd/yyyy ] [ mm/ddiyyyy

Search by Order / Transaction
Number

Platform d Shipper

KOO0 ] [ Reference Number V‘ Search } [ Payment Method Vl

Me (Maya Shipping)
Others (All Shippers except for me)

Orders (1987)

O Order C Date C Labels Payment Method Platform Shipper Total C

(] 019e6b19-b1e7-7bc0-b2a4-6eeb81623642 May 27, 2026 qQry:2 EPS-8901 Click-N-Ship $100.46
MS View Order

12



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) To exportyour 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

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

Start Date End Date
mm/ddAyyyy ﬁ } mm/ddfyyyy ﬁ ]

Search by Order / Transaction

Number
20000CCO0OC-X000CI00M } [ Reference Number ~ ‘ Search } [ Payment Method V] Platform V} [ Shipper ~
Orders (1987) < >
O Order c Date C Labels Payment Method Platform Shipper Total c

O 019e6b18-ble7-7bc0-b2ad-6ee581623642 May 27, 2026 Qny: 2 EPS-8901 Click-N-Ship $100.46
MS View Order

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

Export Shipping History

Toms Paricg

Past 7 days Ed

Past 7 deys

Past 80 deys

Past B0 deys

Custom

13



c) Enteryour emailin the Email section to have the CSV file emailed to you (optional).

X
Export Shipping History

Time Pariod

| Past 30 deys v|

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

Email

==

d) Select Export to export the CSV file.

Export Shipping History

Tirmz Paricd

| Past 30 days v|

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

View, search, and manage your shipping history, including requesting refunds, reprinting labels, and exporting your

records on this page. Export Selected Orders (2) |

Start Date End Date
mm/ddiyyyy } [ mm/ddAyyyy E ]
Search by Order / Transaction
Number
A0O0OCCO0OC-300OCX00M } [ Reference Number ~ ‘ Search } [ Payment Method ~ ] Platform v } [ Shipper ~
Orders (1987) < >
O Order C Date C Labels Payment Methed Platform Shipper Total C
019e6b19-b1e7-7bc0-b2ad-6ec581623642 May 27, 2026 Qry:2 EPS-8901 Click-N-Ship $100.46
MS View Order
01925182-d1bb-79c5-b3584-334386a80162 May 22, 2026 QTy:2 EPS-5371 Click-N-Ship $22.24
TN View Order

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 browser and be sent to the following
email addrags. If the file size excoads the maxirnum limit, it will cnly be sent by email.

Email

=

d) Select Export to export the CSV file.

15



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

=

View Order Details
a) To view the details of an order, select the View Order button or the Order ID hyperlink under

the Order section.

16



Order History Dashboard

View, search, and manage your shipping history, including requesting refunds, reprinting labels, and exporting your

records on this page.

Export Selected Orders (2)

Start Date End Date
mm/ddiyyyy ﬁ ] mm/ddAyyyy ﬁ I
Search by Order / Transaction
Number
A0O0OCCO0OC-300OCX00M ] I Reference Number ~ ‘ Search ] I Payment Method ~ I [ Platform v ] I Shipper ~
Orders (1987) < >
O Order C Date C Labels Payment Method Platform Shipper Total C
I 019e6b1 B—bWe?—?tcO—t2a4—599581623642| May 27, 2026 Qry:2 EPS-8901 Click-N-Ship $100.46
MS View Order
01925182-d1bb-79c5-b3584-334386a80162 May 22, 2026 QTy:2 EPS-5371 Click-N-Ship $22.24
™™

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. Refer to Searching for Orders within Order History to view how to search by: Label/

Tracking Number, Recipient Name, Recipient Email, Recipient Address, Refund Transaction,
Batch Name, Reference Number, and Date

Search by Shipped Status

a) Select a Shipped Status type from the Shipped Status section.
b) Once the Shipped Status is selected, the associated label(s) will automatically be displayed.

17




< Back to Order History

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

Print Labels ] Export All Labels

“only lsbels available for print will be printed

Label Number ~ Search ] 02/28/2025 ﬁ Shipped Status v Payment Status ~ Service Type ~
Shipped Status
Labels (2) < >
No
Il Ship Date c Recipient C Service Type Tracking Payment Status Cost c
D February 28, 2025 JANE DOE GP-PFRE GAQD0588835US Account Gharged $30.90 .
130 25 AVE SW # CNS Tracking Test .
CALGARY, CGA

Search by Payment Status

a) Select a Payment Status type from the Payment Status section.
b) Once the Payment Status is selected, the associated label(s) will automatically be displayed.

< Back to Order History

Order # D6B5DA2E-3287-4E66-A3AF-F44DEG9B14FA JG
Date Charged to Order Total
February 28, 2025 EPS-3770 $61.80 (2 Labels)

Print Labels ] Export All Labels

“only lsbels available for print will be printed

Label Number ~ Search ] | mm/dddyyyy ﬁ | Shipped Status hd
Labels (2)
D Ship Date c Recipient c Service Type Tracking Paym)
1 February 28, 2025 JANE DOE CP-PFRE CAD00588895US Accol
130 25 AVE SW £ CNS Tracking Test
GALGARY, GA

Payment Status e

Service Type v

Payment Status

Account Charged
Refunded
Refund Failed

Refund Pending

Refund Cancelled

18



Search by Service Type
a) Select a Service Type from the Service Type dropdown.
b) Once the Service Type is selected, the associated label(s) will automatically be displayed.

< Back to Order History

Order # D6B5DA2E-3287-4E66-A3AF-F44DEG9B14FA JG Print Labels l Export All Labels
“anly Iabels 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/dd/yyyy ﬁ ] Shipped Status ~ Payment Status hd 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 £ CNS Tracking Test
GALGARY. GA ‘Connect Local™
Connect Local™ Mail

19



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 # D6B5DA2E-3287-4E66-A3AF-F44DE69B14FA JG Print Labels ] 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)
Track
Label Number ~ Search mm/dd/yyyy a Shipped Status ~ Payment Status hd Service Type
Ship Again
Save as PDF
Labels (2) ote ot el eetons e svalshie for 2 b Trck ShipAgain  SaveasPDF  Refund e ¢ | Refuna
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 j‘

GALGARY, GA

View USPS Tracking
a) If you would like to view the USPS® tracking for the selected label, select Track.
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< 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)
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 labais selested Labeis - Ship Again  SaveasPDF  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 CAD00588895US 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 .
CALGARY, CA

b)

USPS Tracking®

Track Packages
Anyti Anywhere

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

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

Tracking FAQs >

Learn More

Tracking Number:

9405830109355114139311
© copy

%* Add to Informed Delivery

Latest Update ®

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.

Get More Out of USPS Tracking:
(B USPS Tracking Plus®

Pre-Shipment
Shipping Label Created, USPS Awaiting ltem

ARLINGTON, VA 22209
July 14, 2024, 4:24 pm

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

What Do USPS Tracking Statuses Mean?

Remove X

Ship Label Again
a)

If you would like to ship the same label again, select Ship Again.
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< Back to Order History,

Order # D6B5DA2E-3287-4E66-A3AF-F44DEGOB14FA Ja Print Labels ] I 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/ddlyyyy ﬁ ‘ Shipped Status ~ Payment Status hd Service Type
Ship Again
Save as PDF
Labels (2) et G2k SavoasPOF Rt < | Retuna
Gancel Refund
Ship Date Recipient $ Service Type Tracking Payment Status Cost $
Greate Return Label
February 28, 2025 JANE DOE CP-PFRE CAD00588895US Account Charged $30.90

13025 AVE SW 2 CNS Tracking Test
GALGARY, GA

February 28, 2025 JANE DOE CP-PFRE CA000582900US Account Charged $20.90 m .

130 25 AVE SW 2 CNS Tracking Test
GALGARY, CA

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.

2] Qoo Osmen K womesoemy v sonmy
= USPS CO M- I (@ Success! Added D21E5188-4E89-4646-B444-2DD497A8538A to Cart. A— He Q
k
= = ® Switch Payer Account
Click-N-Ship SRR VS cant
Shipping with account: My Account ..

Label Manager / Shipping History / Address Book / USPSGonnect® / DirectGonnect / Preferences / SGAN Forms New Label

< Back to Order History

Print / Re-print Labels
a) If you would like to print or re-print the selected label, select the Print Labels button.
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< Back to Order History,

Order # D6BSDA2E-3287-4E66-A3AF-F44DESOB14FA 4G Il Print Labels I I Export Selscted Labels (2)
“only lebels availabie for print will be printsd
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 labais selested Labeis a0k Ship Again  SaveasPDF  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 CAD00588895US 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 .
CALGARY, 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.

Select Printing Format for your labels

Select printing format for your labels.
Labal Printing Formar m-

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

Lanal Printer Competibla (4 8) 1 pege shest
Lanal Printer Competibla (4 % 6) 1 pege shest
Standard (3.6 % 11) - Vithout recsiot, ons Isbel per pags

Print leter et Post Cffics

Save Label(s) as PDF
a) Ifyouwould like to save the selected label as a PDF, select Save as PDF.
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< 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/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 a0k Ship Again 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 CAD00588895US 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 .
CALGARY, 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.

Select Printing Format for your labels

Select printing format for your labels.
Labal Printing Formar m-

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

Lanal Printer Competibla (4 8) 1 pege shest
Lanal Printer Competibla (4 % 6) 1 pege shest
Standard (3.6 % 11) - Vithout recsiot, ons Isbel per pags

Print leter et Post Cffics

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

Order # D6B5DA2E-3287-4E66-A3AF-F44DEGOB14FA Ja Print Labels ] I Export Selected Labels (2)
“only lebels availabie for print will be printsd
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
Labels (2) ote ot el eetons e svalshie for 2 b Trck Ship Again  Save as PDF < | Refuna
Gancel Refund
= Ship Date Recipient $ Service Type Tracking Payment Status Cost $
Greate Return Label
February 28, 2025 JANE DOE CP-PFRE CAD00588895US Account Charged $30.90

13025 AVE SW 2 CNS Tracking Test
GALGARY, GA

February 28, 2025 JANE DOE CP-PFRE CA000582900US Account Charged $20.90 m .

130 25 AVE SW 2 CNS Tracking Test
GALGARY, 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:

D Locations ) suppart %* informed Delivery W, Jehry

To request a refund for First Class Mail® please * E
E USPS COM N ® submit your request through Email Us - Click-N-Ship.  nfss International Help Q
- Select "Refund"” for the Topic and "Unused Label

Refund Request"” for the Sub-Topic.

0

GIick-N -Shi p@ Switch Payer Account \ir o

Shipping with account: My Account -

Lebel Manager / Shipping History / AddressBook [/ USPSConnect® [ DirectConmect /[ Preferences [  SCAN Forms !

¢ Back to Order History

c) Ifthe refund is successful, you will see the following green message bar displayed at the
top of the page.
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https://emailus.usps.com/s/click-n-ship-inquiry

(& Success: refunded item(s): d21e5188-4e89-4646-b444-2dd497a8538a

) A .
o | ©@romsions  Dswpon & wromeaveivary i somny
International Help Q

suspscov’ I

Click_N_Ship® Switch Payer Account \;f o

Shipping with account: My Account

Label Manager / Shipping History / AddressBook / USPSConnect® / DirectConnect / Preferences | SGAN 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 Ja Print Labels ‘ [ Export Selected Labels (1)
“anly labels aveilable for print will be printed
Date Charged to Order Total
February 28, 2025 EPS-3770 $61.80 (2 Labels)
Track
Label Number ~ | search mm/ddAyyy & Shipped Status v Payment Status v Service Type
Ship Again
Save as PDF
Note: not all acti ilabie for 1 . . - Ci
Labels (2) e oo s maleble o L ok ShipAgain  SaveasPDF  Fefund R;"u‘f;' ¢ | mefune
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 CA000588895U8 Refund Pending $30.90 .
130 25 AVE W # 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.

: - @ Locations 3 suppent #* informea Delivery Wi, Jonnny
EUSPS COM ® (& Success: cancelled refund(s) for d21e5188-4e89-4646-b444-2dd497a8538a |nternational . Q
2

C||CK'N'Sh|p® Switch Payer Account o
Shipping with account: My Account = o

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

Create a Return Label
a) Tocreate 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).

26



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

labels.

< Back to Order History

Track

Order # D6B5DA2E-3287-4E66-A3AF-F44DEG9B14FA JG Print Labels ] l Export Selected Labels (2)
“only lahels avaiable for print will be printed
Date Charged to Order Total
February 28, 2025 EPS-3770 $61.80 (2 Labels)
Label Number Search ] l mm/ddyyyy s ] Shipped Status ~ ] Payment Status ~ l l Service Type

Labels (2)

Ship Date $
February 28, 2025
February 28, 2025

Note: not all astions are available for
selecied

2 Track ShipAgain  SaveasPDF  Refund ance

the labels Labels Refund
Recipient Service Type Tracking Payment Status
JANE DOE GP-PFRE GAQ00583895U5 Account Gharged
130 25 AVE SW 2 CNS Tracking Test
GCALGARY, CA
JANE DOE GP-PFRE GADDD533900US Account Gharged
130 25 AVE SW £ CNS Tracking Test

GALGARY, GA

Return Label

Cost £

$30.90

$30.90

Ship Again
Save as PDF
Refund

Cancel Refund

Create Return Label

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

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 Gart.

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

Priority Mail Express® Return

USPS Ground Advantage® Return

Select a return service v

Create & Save as

Create & Print Now PDF

Create & Print Later
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c) 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 Gart

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

Label Printer Gompatible {4 x 6) 1 page sheet

Label Printer Compatible (4 x 5) 1 page sheet

Standard (3.5 x 11) - With receipt, one label per page

Create & Print Later

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

v
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
Date Charged to Order Total
February 28, 2025 EPS-3770 $61.80 (2 Labels)

Print Labels l I Export All Labels

“only labels eveilable for print will be printed

Label Number . Search | \ mm/dd/yyyy ﬁ 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 .
H
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 £ GNS Tracking Test

CALGARY, CGA

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 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=

Select Export to export the CSV file.

30



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.

5'

Export Specific Labels from an Order via CSV File
to export selected labels via CSV file, select the checkbox of the labels and then select the

a)
Export Selected Labels button.

< Back to Order History,

=

Order # D6B5DA2E-3287-4E66-A3AF-F44DEG9B14FA JG Print Labels ] I Export Selected Labels (2)
~only iabels availzble 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
Note: not all acti isble for 2 . . Gancel
Labels (2) ME,E;‘;;EL&EM e ’ Labels Track Ship Again  Save as PDF Refund Refund < 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 CAQ00588900US Account Gharged $30.90 .
130 25 AVE SW 2 CNS Tracking Test :
GALGARY, GA

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).

31



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=
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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 a Label to 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 I [ mm/dd/yyyy ﬁ l Shipped Status A Payment Status A Service Type
Labels (2) < >
1 Ship Date c Recipient c Tracking Payment Status Gost C
D February 28, 2025 JANE DOE CA000588895US Refund Pending $30.90 .
130 25 AVE SW £ CNS Tracking Test -
CALGARY, CA
O February 28, 2025 JANE DOE CA000583900US Account Gharged $30.90 .
130 25 AVE SW = CNS Tracking Test .
CALGARY, CA

View USPS Tracking for Label

a) If you 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.
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< Back to Order Details

Label # CA000588895US

Terms
Acceptance Cutoff

No Data

Scheduled date
No Data

More Actions @

[pemasin |
Ship Again >

Print/Re-print »

Print at the Post Office >
Save PDF >

Need Help? @
File An Insurance Claim »

Cancel Refund >

Delivery Status

Tracking Number
CAD00588895US

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.

Pre-Shipment

View Tracking History v

Details

Account Number

3031561222

Return Address Package

CLARK KENT Padded Flat Rate Envelope

1000 SUPERMAN ST NW
WASHINGTON, DC 20005-1234

clark.kent@gmail.com

BRequest A Service Refund »

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

Tracking Number: Remove X

CA000588895US

[E| 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) If youwould like to ship the same label again, select Ship Again.
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< Back to Order Details

Label # CA000588895US
Terms Delivery Status
Acceptance Cutoff Tracking Number
No Data CA000588895US5
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
Print at the Post Office >

3031561222

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, 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.

o % | © oo 7 support & informed Deivery i, dohnny
EUSPSCOM’ m I @ Success! Added D21E5188-4E89-4646-B444-2DD497AB538A to Cart. N Heln Q
= = Switch Payer Account
Click-N-Ship® T oo
Shipping with account: My Account ..

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

< Back to Qrder History,

Print / Re-Print Label
a) If you would like to print or re-print the selected label, select the Print Labels button.
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< Back to Order Details

Label # CA000588895US

Terms Delivery Status
Acceptance Cutoff Tracking Number
No Data CAD000588895US

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

‘Stanctard (8.5 x 11) - With receipt, ons Iabel per 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) If you would like to print your label at a nearby USPS® Post Office™, select Print at the Post
Office.
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<

Label # CA000588895US

Back to Order Details

Terms

Acceptance Cutoff

No Data

Scheduled date
No Data

More Actions @
USPS Tracking »

Ship Again >
Print/Re-print »

I Print at the Post Office > I

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.

Pre-Shipment
View Tracking History v

Details

Account Number

3031561222
Save PDF >
Return Address Package
Need Help? @ CLARK KENT Padded Flat Rate Envelope

File An Insurance Claim »

Cancel Refund >

BRequest A Service Refund »

1000 SUPERMAN ST NW
WASHINGTON, DC 20005-1234

clark.kent@gmail.com

b)

Enter the 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) If youwould like to save the selected label as a PDF, select Save as PDF.
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< Back to Order Details

Label # CA000588895US

Terms Delivery Status
Acceptance Cutoff Tracking Number
No Data CAD000588895US

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
Print at the Post Office >

3031561222

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 Fomrmat m-

Standerd (3.5 x 11} - With recaipt, one lael per page e

Lsbal Primter Competible (4 x 8) 1 pege shast

Labal Printer Competitle (4 x 5} 1 pege shest

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

Standard (2.6 % 11) - Vithout recsipt, ons Isbel per pags

Print leter &t Post Cfics

Create a Return Label
a) Tocreate 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 (PMOD)
labels.
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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
SavelPDER 1400 SUPERMAN ST NW
Label > WASHINGTON, DG 20005-1224

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

40



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 ~

C & 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,

Order # D6BSDA2E-3287-4E66-A3AF-F44DEG9B14FA JG Print Labels J [ Export All Labels

*“only iabels availabie for print will be printed

Date GCharged to Order Total

February 28, 2025 EPS-3770 $61.80 (2 Labels)
Label Number v | searcn ] l mm/ddAyyyy & I Shipped Status ~ Payment Status v Service Type ~
Labels (2) < >
O Ship Date Recipient { Senvice Type Tracking Payment Status Cost

Fi CLARK KENT N - Account G $0.00 .
O ebruary 28, 2025 T e one @ harged m :
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
Mo 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
B . 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
1149C94F-19CA-4BE0-BFCD-1A91E5C52B24 USPS Ground Advantage® 0.00
- 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)
) Payment Method
Request A Service Refund >
EPS-3770 Label Total Free

Payment Status
Account Charged

File an Insurance Claim for the Label
a) If youwould 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
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
| Eile An insurance Claim > | JOE BOB Priority Mail®
Request a Refund > 1414 5 BURGER ST
Request A Service Refund > CHARLOTTE, NC 28203-5177

Request/ Cancel a Refund
a) If youwould 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

Save PDF > 1400 SUPERMAN ST NW
SR S WASHINGTON, DC 20005-1224

clark.kent@gmail.com

Need Help? @
Delivery Address Service Type

JOE BOB Priority Mail®
1414 S BURGER ST

File An Insurance Claim }»

I Request a Refund > I

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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) a )
© vocaons 7 suppent % informen Derivery i, Jonnny

—
EUSPSCOM’ m || @ Success: refunded item(s): d21e5188-489-4646-b444-2dd497285382 \nternational ol Q

Click_N_Ship® Switch Payer Account ‘;r o

Shipping with account: My Account

Label Manager / Shipping History / AddressBook / USPSConnect® / DirectConnect / Preferences | SGAN 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®, please submit your request through Email Us
- Click-N-Ship. Select '"Refund' for the Topic and 'Unused Label Refund Request'
for the Sub-Topic. Please provide the order and label number in your request.

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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https://emailus.usps.com/s/click-n-ship-inquiry

< 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
Creste Return Labsl > WASHINGTON, DC 20005-1224

clark_kent@gmail.com

Need Help? @
Delivery Address Service Type
File Anlnsurance Clam 5 JOE BOB Priority Mail®
M 1414 5 BURGER 5T
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
N CLARK KENT Flat Rate Envelope
Print at the Post Office » SUPERMAN WAREHOUSE
Save POF > 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 5 BURGER ST
CHARLOTTE, NC 28203-5177

File An Insurance Claim »

Cancel Refund »

Bequest A Service Refund >

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) To view 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) [cacoossssssus
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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< 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
File An Insurance Clam 5 JOE BOB Priority Mail®
Cancel Refund > 1414 S BURGER ST
Request A Service Refund > 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) Toview the Label Summary, refer to the right side of the Details section.

Order Number Service Type Price

E9BC2781-AEC2-4BA4-A234-T9A92CDDOSFT Priority Mail International® Small Flat $44.80
Rate Envelope

Transaction Type

LABEL Label Total $44.80

Payment Method
AMEX-1008 (b)

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
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

05/01/2024 818 PM

05/01/,2024 8:16 PM

LABEL PRIMTED: LETTER

Getting Payment

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

Transaction Type

Service Type Price
EDEL Free
Label Total $5.80

LABEL

Payment Meathod

Payment Status

Account Charged

Timastamp

Message

082372022 9:36 PM

08092022 725 PM

Postage Adjustment Identified - Revenue Assurance |D: 93877446

Saetting 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) By default, 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.

Incomplete Labels Complete Labels 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 Destination Tracking Number St

‘ Pre-Shipment

B Accepted

ra

3 0742024 DALLAS TX 75206

4 05252024  MNASHVILLE, TM 37214

07/14/2024  SANDIMAS, CAS1773

07/14/2024  SAN ANTONIO, TX 78238

5 05022024 WARRENTOM, VA 20188

©405630109355114138511 Pre-Shipment

©405830109355114138611 Pre-Shipment

S405830109355414138655  Pra-Shipmant

9405830109355099306982  Pra-Shipmant

9405830108355092322035  Pra-Shipmant

(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.

Label Volume & Spending

Tims Psriod

From

(b)

@8 Total Spent

Number of Labels

T

Al Time

67 20

Transactions 16

94
Labels

Label “blume

$1,058.70 :

Dallars we

23

10/23 1wz 12z

Month

1724

@
2
Dollars Spernt
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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 create 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) To view 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 ™

A Time v ‘ ‘ ‘ ‘

Label “Alume

15

L

| Ii

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

Destination ZIP Code
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