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USPS Local XChange 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.  

USPS Smart Lockers will offer marketplace sellers a secure, convenient way to complete local 
exchanges. Sellers can locate nearby lockers and generate a drop-off QR code directly through 
Click-N-Ship. 

This user guide will cover all the functionalities and features available for USPS Local XChange 
within the Click-N-Ship® 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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Create USPS Local XChange Label 
Create a Local XChange label to drop off at a USPS Smart Locker nearby. 
 

1) Begin USPS Local XChange Label Creation Process – Two Options 
a) Option 1: Click on New Label in the top right corner. 
b) Option 2: Click on Create a Local XChange Label tile. 
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2) Find a Smart Locker 

a) Input a City and State, or ZIP Code and filter up to 50 miles to display a list of 
nearby Smart Lockers based on the specified criteria and your return address.  

b) Select the Search button. 

 

 

c) If you input a City and State or ZIP Code where no Smart Locker is available, a No 
Results Found message will display, suggesting you create a Click-N-Ship label to 
ship your item. 

d) Select Create a Click-N-Ship Label.  
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3) Recipient/Buyer Information 

a) Manually input the recipient/buyer information or select an address from the 
Address Book.  

i. Note: First Name, Label Name, and Email are required; Phone is optional. 
b) Select the Save button. 
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4) Drop-off Restrictions 

a) Confirm that you meet all the following requirements and read the USPS 
Connect Local Terms and Conditions before proceeding to check out.  

b) Select Checkout. 
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5) USPS XChange Drop-off Instructions 
a) You have the options to choose from the standard printing options or use Label 

Broker to have a QR code emailed to a specified recipient.  
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b) Follow steps 2–4 for guidance on how to properly package your item and place it 
inside a Smart Locker. 
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6) View USPS XChange Order Details 
a) Once the XChange label has been purchased, you will be able to view the QR code, 

track the shipment, create a new Local XChange label with the same details, or 
request a refund by clicking View QR Code. 

i. Note: your USPS XChange Connect Local label must be printed within 7 
days of creation. After that window closes, a new label will need to be 
generated. Once printed or emailed as a QR code, the label is valid for up to 
six months from the date it was created. 
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7) View USPS XChange Label Details 
a) You can view the tracking for your USPS Local XChange label by selecting the USPS 

Tracking button under More Actions on the left side. 
b) You can create the same USPS Local XChange label by selecting the Create Same 

Local XChange button under More Actions on the left side. You will be redirected 
to the Create a USPS Local XChange Label flow to review your label details before 
adding to cart and purchasing. 

c) You can request a refund for your USPS Local XChange label by selecting the 
Request Refund button under Need Help on the left side. 

d) You can resend your USPS Local XChange QR code by selecting the Resend Label 
Broker QR Code button. 

e) You can print your USPS Local XChange label by selecting the Print USPS Local 
XChange Label button.  
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