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USPS Customer Commitment
The U.S. Postal Service™ fully understands the importance of providing information and service anytime day or night to your Internet and eCommerce
customers. For that reason, USPS® is committed to providing service 7 days a week, 24 hours a day, 365 days a year. Thank you for your continued patronage.

We invite you to share your comments on how we can improve this application for you and enhance functions offered in future releases of Shipping Assistant.
Please email the USPS at shippingassistant@usps.gov.

Trademarks
Delivery Confirmation™, Signature Confirmation™, Express Mail®, First-Class Mail®, Parcel Post®, and Priority Mail® are registered trademarks of the U.S.
Postal Service.

Priority Mail International®, Express Mail International®, and First Class Mail International®, USPS Web Tools®, and ZIP Code™, ZIP + 4®, and ZIP® are also
registered trademarks of the U.S. Postal Service.

Internet Explorer®, Microsoft®, Microsoft Excel®, 2003®, 2000®, XP Home®, XP Professional®, Vista®, Windows® and .NET® are registered trademarks of
Microsoft Corporation.

To Our Customers

If you require technical support, contact the USPS Internet Customer Care Center (ICCC). This center is available from 7:00AM to 11:00PM EST daily.
Email: icustomercare@USPS.com

Telephone: 1-800-344-7779 (7:00AM to 11:00PM EST)
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Chapter 1. Introduction

Shipping Assistant is a free and convenient software application that provides easy access to shipping services from the United States Postal
Service. Major functionality includes the ability to create domestic and international labels, customs 2976/CN22, customs 2976A/CP72 labels and
forms; the ability to answer your customers’ questions about shipping fees or tracking information; the ability for your company’s customer
service representatives in a call center, customer service, or shipping department to easily access shipping-related data and create Electronic
Merchandise Return labels that may be provided along with your package or e-mailed to your customer. In more detail, Shipping Assistant

provides the following USPS shipping services and information:

Create Shipping Labels

e Domestic Shipping Label generates a single-ply barcode label for Express Mail (parcel and flat rate envelope) and Delivery or Signature
Confirmation bar-coded labels for Priority Mail (includes parcel, flat rate envelope, flat rate box, large flat rate box, and small flat rate box), First-
Class Mail Parcels, and Package Services (Parcel Post, Media Mail, and Library Mail). If integrated with a postage meter, users can include
insurance, print postage, and capture weight.

¢ International Shipping Label generates a multiple-ply bar-coded label for Express Mail International (includes parcel and flat rate envelope),
Priority Mail International (includes parcel, flat rate envelope, flat rate box, large flat rate box, and small flat rate box), and First Class Mail
International (includes parcel, flats, and letters). If integrated with a postage meter, users can include insurance, print postage, and capture weight.

e Customs 2976/CN22 Form and Customs 2976 A/CP72 Form generate a form to accompany international shipments or domestic APO/FPO to
declare the contents and value of your shipment — helping to expedite delivery of your packages and swiftly clear customs.

e Electronic Merchandise Return Label generates a postage-paid return label with your Permit account number for Priority Mail, First-Class Mail
Parcels, or Package Services mail classes.

¢ Open and Distribute Label provides the ability to create Priority Mail Open and Distribute labels, as well as automatically creating a PS 3152

Form. Users can pay for postage via Permit or an integrated meter device.

©Copyright 2009. The United States Postal Service©. All Rights Reserved. Terms of Use. 9
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e Shipping Cart provides the ability to store created labels for processing and printing at a later time. In addition, the Shipping Cart allows

Shipping Cart

you to preview labels that are READY for printing and allows you to view/fix errors for labels in an ERROR state. If integrated with a

postage meter, users can print postage from the Shipping Cart.

Review My Shipments
e Review My Shipments provides the ability to view previously printed label data, track status, schedule Carrier Pickup requests, and
leverage information to recreate labels and create electronic Merchandise Return labels. If integrated with a postage meter, users can
print postage from Review My Shipments.
e Carrier Pickup™ section provides the ability to schedule free USPS Carrier Pickup requests for printed domestic and international labels

based on the Next Postal Delivery Date available.

Use Shipping Tools

e Track Packages checks the bar coded delivery status of any package shipped, whether created with Shipping Assistant, USPS retail
location, or other channel.

e Address Lookup is a standalone address-checking tool. The address-checking tool provides address standardization, and city/state and ZIP
Code lookup features. Shipping Assistant uses the USPS Address Management System database to standardize addresses by correcting errors
in street addresses and returns the ZIP + 4. City/state lookup provides the city and state corresponding to any given ZIP Code.

e Domestic Rate Calculator/Service standards calculate and compare single piece postage rates, delivery standards, discounted
electronic rate Confirmation services fees, and insurance fees for packages shipped domestically by First-Class Mail Parcel, Express
Mail (includes parcel and flat rate envelope), Priority Mail (includes parcel, flat rate envelope, flat rate box, large flat rate box, and small
flat rate box), and Package Services mail classes. If integrated with a postage meter, users can print postage and include insurance
within Shipping Tools,

¢ International Rate Calculator/Service standards calculate and compare single piece rates, delivery times, maximum weight limitations,

and maximum dimensions for a specific destination country for Express Mail International, Priority Mail International, and First Class Mail

©Copyright 2009. The United States Postal Service©. All Rights Reserved. Terms of Use. 10
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International. Also provides country specific mailing conditions and restrictions. If integrated with a postage meter, users can print

postage and include insurance within Shipping Tools,

Address Book
e Address Book provides the ability to add, edit, delete individual addresses, import and export bulk addresses, manage address groups,

and apply addresses to create labels faster and easier.

Preferences
e Preferences provide the ability to assign default information into your shipping labels and other areas of Shipping Assistant . A unique
set of preferences can exist for each selected sender address, allowing you to create multiple profiles of preferences within a single

version of Shipping Assistant. Preferences also provide the ability to manage an external device such as a postage meter.

Message Center
¢ Message Center provides the ability to view USPS Shipping Assistant or mail service related message updates via a browser within

Shipping Assistant. Also, access USPS Postal Store for ordering free mailing supplies or self-adhesive labels.

Offline Capabilities
e Offline capabilities throughout the application provide a way to make use of limited-functionality of Shipping Assistant without Internet
connectivity. Offline functionality available includes, but is not limited to, adding domestic, international, and/or customs labels/forms to
the Shipping Cart.

Print Postage and Capture Weight with external device
e Integration with an external device provides the ability to capture the weight of an item and print postage directly from Shipping Assistant

to the postage device.

For further quick-reference information, refer to the Help link in the Shipping Assistant application.

©Copyright 2009. The United States Postal Service©. All Rights Reserved. Terms of Use. 11
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Chapter 2. Getting Started
System Requirements
Shipping Assistant is supported on Windows XP Home, XP Professional, 2000, 2003, and Vista Operating Systems. In addition, you will be
required to have:
e Internet Explorer version 6.0.1 (or higher).
e Atleast 7 MB of free space to install and run the program (If .NET 2.0 framework is already installed. .NET 2.0 framework requires at
least 80 MB of free space)
e Screen Resolution is set at a minimum of 1024 x 768 pixels
e At least one printer installed in order to use the Print Preview functionality in Shipping Cart.
e Adobe Reader is required to view Electronic Merchandise Return (EMR) labels via the attachment when an email recipient is requested
by the Sender.
e A PC with an Internet connection is required to register for Shipping Assistant and use the key online capabilities and attain application
updates from USPS.
e If you wish to print postage and capture weight through a postage device, ensure that all associated programs (Example: mailstation™)

are running and minimized to the taskbar prior to launching Shipping Assistant

Data Entry Guidelines

Before using Shipping Assistant, you should have a working knowledge of the following guidelines for data entry that apply to all screens in the application:
e Any fields with a RED asterisk adjacent to field label name are required fields.
e Fields that are already populated.

e Shipping Assistant will not alert you to invalid data until a request is submitted. An error message dialog box will be returned when an error is

encountered.

e Fields with drop down boxes contain all valid entries for that field. You cannot enter any other data.

©Copyright 2009. The United States Postal Service©. All Rights Reserved. Terms of Use. 13
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e ZIP Code fields only accept five numeric characters.
e ZIP + 4 fields only accept four numeric characters.

¢ Pounds and ounces fields only allow numeric characters. If the total weight is invalid an error message will be displayed.

¢ Invalid combinations of city/state or city/state/ZIP Code will cause an error message to be displayed. This error message will have to do with an
invalid address rather than invalid characters.

e The status bar has a status indicator that describes the process of the requested task.

e If an error message is returned a pop-up box will appear with the error description. If the error was due to the input on the screen, corrections can
be made and the request re-submitted.

e Clicking on Exit on the upper right hand side of the application will exit the Shipping Assistant application. Clicking on the X button on the top right
hand corner of the application will minimize the application and keep the application running in the Windows system tray. Note: In Preferences >
Advanced tab, there is the ability to change the setting of the X button to exit the Shipping Assistant application entirely instead of minimizing the
application to the task bar.

e Communication between your instance of Shipping Assistant and USPS servers occurs via a Secure Sockets Layer (SSL) connection to maintain
integrity of the data.

©Copyright 2009. The United States Postal Service©. All Rights Reserved. Terms of Use. 14
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Chapter 3. Shortcuts

When selecting records within Tables

In Shipping Cart, My Shipments, Carrier Pickup and Shipping Tools - Track/Confirm tables, the following shortcuts apply when selecting (i.e.

highlighting) and/or checking records. The Address Book does not have checkboxes, so when dealing with addresses simply highlight
the address(es) wanted.

IMPORTANT: In general, always first select (i.e. highlight) the rows you wish to apply an action to (i.e. edit, delete) and then make use of the
checkboxes.

Q. How do | select (i.e. highlight) a record?

A. Click on any of the read-only text field columns in the grid.

To check multiple label records in a row:

1 Select (i.e. highlight) a label row by clicking on any of the text fields. When a record is selected, the entire row will be highlighted.
2 Hold down Shift key.

3 Select another label row by clicking on any of the text fields. All records between the first and last selected rows will be selected.

TIP

- To deselect one of the rows while multiple rows are selected, press the Ctrl key and click on any of the text fields on the row that you wish to deselect.

4 Click on a single checkbox of one of the selected (i.e. highlighted) rows. All highlighted rows will be checked.

TIP

- To uncheck all records that are selected simply click one of the checkboxes again. All records that are selected will be unchecked.

©Copyright 2009. The United States Postal Service©. All Rights Reserved. Terms of Use. 16
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To check multiple label records not in a row:

1 Select a label row by clicking on any of the text fields. When a record is selected, the entire row will be highlighted.

2 Hold down Citrl key.
3 Select another label row by clicking on any of the text fields. Only the rows clicked on will be selected.

TIP
- To deselect one of the rows while multiple rows are selected, press the Ctrl key and click on any of the text fields on the row that you wish to deselect.

4 Click on a single checkbox of one of the selected (i.e. highlighted) rows. All highlighted rows will be checked.

TIP
- To uncheck all records that are selected simply click one of the checkboxes again. All records that are selected will be unchecked.

Keyboard Shortcuts
To check a checkbox for a record in the My Shipments, Address Book, Carrier Pickup, Shipping Cart, or Shipping Tools -
Track/Confirm tables:

1 Tab into the checkbox column for a specific record.

2 Press the spacebar key. A checkbox for the selected record will be checked.

To open the edit panel for an address in the Address book:
a. Tab into the edit arrow column for a specific record.
b. Press the Enter key. The record will be open for editing.

©Copyright 2009. The United States Postal Service©. All Rights Reserved. Terms of Use. 17
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To display the context menu in Shipping Cart, My Shipments, Carrier Pickup tables:
1 Tab into any of the text columns of a specific record. Note: My Shipments and Carrier Pickup tables will require you to check the row
selected in order to access all of the functionality available in the context menus.
Click the Context Menu key and use the up and down arrows to navigate to select an action.
Click Enter.

To display a specific main window using shortcut keys:
e CTRL-L: Create Shipping Label
e CTRL-R: Review My Shipments
e CTRL-T: Shipping Tools
e CTRL-B: Address Book
e CTRL-S: Shipping Cart
e CTRL-M: Message Center

To display a specific main window using shortcut keys:
1 To have JAWS users read status in the middle of processing a request, click Insert > Page Down.

©Copyright 2009. The United States Postal Service©. All Rights Reserved. Terms of Use. 18
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Chapter 4. Installation

In this introduction to installation, you will learn how to do the following:
ONLINE connection status:

J Download Shipping Assistant via the Internet
) Upgrade Shipping Assistant
J Uninstall Shipping Assistant

OFFLINE connection status:

J Uninstall Shipping Assistant

Getting Started

Prior to installing the Shipping Assistant application, verify that all System Requirements have been met.

©Copyright 2009. The United States Postal Service©. All Rights Reserved. Terms of Use.
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Download Shipping Assistant via Internet

1 The Shipping Assistant software can be downloaded from the Shipping Assistant web site

(http://www.usps.com/shippingassistant/instructions.htm).

2 Click Go link on the website under the Get USPS Shipping Assistant box.

UNI STATES
POSTALSERVICE » HOME | HELP | SIGH IN

Find a 7IP Code Calculate Postage Print a Shipping Label Schedule a Pickup Locate a Post Office  Track & Confirm

[ BUSINESS ] [ HOUSEHOLD l [ BUY STAMPS & SHOP 3» J [ ALL PRODUCTS & SERVICES l [ ABOUT USPS 8 NEWS ]

Home = Business * Shipping Teols * USP 5 Shipping Assistant * Installation Instructions for USPS Shipping

Shipping Tools ‘

USPS Shipping Installation Instructions for USPS

Assistant Shipping Assistant®

dlnstallation S

Instructions for USP5S Find what you need to run the program, how te install, and | Download now!
Shipping Assistant® hiow to register with LUISPS Shipping Assistant. | Download USPS Shipping
i e . Assistant
Mailing Tools » What you need to use USPS Shipping Assistant® T
International Mail & « Computer equipped with Windows 2000, 2003, XP =k J
Pk— Home or Professional, or Vista. = g
EEREAAy = Internet Explorer version 6.0, or higher.
Direct Mail = Atleast TMB of free space to install and run the T
- program. Iake the most of Shipping
M « Printer to print and preview 1abels. Assistant with the User Guide,
Business « Internet connection. (Required to download and available in (HTML] (PDF) {DOC)
Catalogs & Publications register the program, generate labels, and use 4
gs ; : :
address and rate features. After installation, continuous
Address Verification Internet connection isn't required.) [
S P e AT R AT Download a sample address
Postage Payment Note: Microsoft . MET 2.0 (required for Shipping Assistant) ook import file. o
Options for Business will be automatically downloaded and installed if itis not ((Go=)
present on the local machine. This one<time installation | [ e

Rates & Fees requires an additional 80MB of free disk.

3 Click Install or Run from the popup box.

TIP
- If your computer does not have.NET 2.0 Framework already installed, it will automatically be installed onto your computer along with Shipping Assistant.

©Copyright 2009. The United States Postal Service©. All Rights Reserved. Terms of Use. 21
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Note: If you are using Internet Explorer 6.1 or later versions, you will see the following dialog. Click Run or Save to your desktop and run
from the Start menu.

File Download - Security Warning

Do you want to run or save this file?

MName: setup.exe
Type: Application, 6.80 MB

From: usps-int.usps.com

[ Run ] [ Save ] [ Cancel

patentially ham your computer. i you do not trust the source, do not
run or save this software. What's the risk?

While files from the Intemet can be useful, this file type can

4 Click Install from the popup box.

Internet Explorer, - Security Warning

X]

Do you want to install this software?

Mame: sefup
Publisher: United States Postal Service

Mgre aptions Install ] [ Don'tInstal |

g ‘while files frorm the Internet can be useful, this file type can potentially harm
wour computer, Only install software from publishers wou trusk, What's the risks

Note: If you are using Netscape 6.X or Firefox browsers, you will see the following dialog. Click OK or Save to your desktop and run from the

Start menu. You will then see the Shipping Assistant Installation dialog which is digitally signed.

©Copyright 2009. The United States Postal Service©. All Rights Reserved. Terms of Use. 22
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Opening setup.exe

‘ou have chosen to open

setup.exe

which is a: Binary File
fram: hktpeffusps-ink, usps, com

What should Metscape do with this File?

Cpen with |

I@ Save ko Disk. I

D this automatically For Files like this From now an,

[ Ok, J I_ Canicel ]

5 If you do not have .NET 2.0 framework already installed, please note that the additional dialog boxes will display. Click Run:

Do you want to run this software?

ﬁ Mame: dotmetfx.exe
Publisher: Macrovision Corporation

@ Mare options [ Run ] [ Don't Run

@ While files from the Internet can be useful, this file type can potentially harm
your computer. Only run software from publishers you trust. What's the risk?
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5a View Install Shield Wizard indicating that .NET Framework can be installed

‘a_" The InztallShield wizard iz preparing to install the Microsoft(R] MET
Frarework, Pleaze wait,

Downloading file dotnetfs exe

o )

E stimated time remaining: £ min & sec
2672 KB of 22953 KB downloaded at 167.0 KB/zec

5b In the middle of processing, click Run on the following dialog box.

dotnetfx Module - Security Warning E

Do you want to run this software?
Mame: doknetfx,exe
Publisher: Microsoft Corporation

More options Run

Don't Run |

G ‘While Files From the Internet can be useful, this file bype can pokentially barm
wour computer, Only run software From publishers you trust, What's the risk?

©
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5c¢c View Install Shield Wizard after .NET framework has been installed
InstallShield Wizard k

Preparing to Install...
—

Shipping Azsiztant 3.0 Setup iz preparing the InztallShield
Wizard, which will guide you through the program setup
process. Please wait.

Configuiing Microsoft(R] .WET Framework.

i Shipping Assistant 3.2 - InstallShield Wizard 3]

Welcome to the InstallShield Wizard for
Shipping Assistant 3.2

E UNITED STATES

POSTAL SERVICE.

The Installshield(R} Wizard will install Shipping Assistant 3.2 on
your computer. To continue, dick Next,

WARNIMG: This program is protected by copyright law and
internationsl treaties,

l Next = ] [ Cancel
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7 View Terms and Conditions. You will be required to agree to terms and conditions in order to continue with the Shipping Assistant
installation process. Click Next.

1 Shipping Assistant 3.2 - InstallShield Wizard

License Agreement

Please read the following license agreement carefully,

TERMS AND CONDITIONS OF USE
USPS SHIFFING ASSISTANT® SOFTWARE

Read this carsfully before installing the USPS Shipping Assistant software.

PACKAGE DECLARATION. User understands that any items that are li

declares that sll fragile items will b2 properly packaged by User,

Mail® service commitment, etc.) for preparing, sending, and tracking U.5. Mail™.

{331 accept the terme in the license agreement

{31 do not accept the terms in the license agreement

ACHMNOWLEDGEMENT AND ACCEPTANCE. This dient side software utilizes the USPS W
Tools® Application Program Interfaces (2.g., rate calculators, trage/confirm, Delivery

8] 13

quid, perishable or

potentislly hazardous will be presented to 8 Postal Service employes for scoeptance ang

=0

Confirmation™ |labels, Electronic Merchandise Return, Pricrity Mail® service standards, Express

ot

= Back ][ Mext = ] [ Cancel
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8 Enter Customer Information. Click Next.

i Shipping Assistant 3.2 - InstallShield Wizard

Customer Information

Flease enter your information,

User Mame:

]JDE Customer

Organization:

ISPS Headguarters

< Back ][ Mext = ] [

Cancel
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9 Verify the destination folder to store Shipping Assistant files. Click Next. Note: In order to change the destination folder, click Change
and navigate the new destination folder.

i Shipping Assistant 3.2 - InstallShield Wizard

Destination Folder

Click Mext to install to this folder, or dick Change to install to a different folder.

G Install Shipping Assistant 3.2 to:
C:\Program Files\USPS\Shipping Assistant!,

% Back ” Mext = ] [ Cancel
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10 Review all Installation settings. Click Install.

e Shipping Assistant 3.2 - InstallShield Wizard

Ready to Install the Program

The wizard is ready to begin installation.

If you want to review or change any of your installation settings, dick Back. Click Cancel to
exit the wizard.

Current Settings:

Setup Type:
Typical

Destination Folder:
C:\Program Files\USPS\Shipping Assistant!,

< Back ][ Install ] [ Cancel ]
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a. Please wait as Shipping Assistant installs onto your computer.

i Shipping Assistant 3.1 - InstallShield E!izard

Installing Shipping Assistant 3.1

The program features vou selected are being installed.

Please wait while the Installshield Wizard installs Shipping Assistant 3. 1, This
may take several minutes,

Status:
Copying new files

(NNNNN NN RN RANRANRAN RN RANRAE )
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b. View Install Shield Wizard Completion page. Click Finish. Note: In order to auto-launch Shipping Assistant after installation process is
complete, verify that the launch program checkbox is checked.

i& Shipping Assistant 3.2 - InstallShield Wizard E|

Installshield Wizard Completed

E UMNITED STATES

POSTAL SERVICE.

The InstallShield Wizard has successfully installed Shipping
Assistant 3. 2. Click Finish to exit the wizard.

Launch the program

Show the readme file

c. After downloading the application, the Shipping Assistant splash bar followed by the Shipping Assistant registration page will appear for first time

users. Note: Registration is NOT required when upgrading to a new version of Shipping Assistant.
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Note: Shipping Assistant will auto-detect if a patch or file updates and/or a new version of the application is available upon launching the old

Upgrade to Shipping Assistant

application. IMPORTANT: Upgrading Shipping Assistant will maintain your entire address book, shipping cart, and review my shipments
data.

MICROSOFT VISTA OS USERS ONLY

You must be logged in as an System Administrator in order to complete the update process for Shipping Assistant successfully. Please note
that ‘elevated administrator rights’ specific to the Vista operating environment, will not suffice when attempting to upgrade, install, or uninstall
Shipping Assistant

Please follow the instructions under the Troubleshooting section in order to obtain the required Shipping Assistant update. Once these steps

are completed, all Vista users going forward will automatically be prompted for Shipping Assistant updates per the guidelines below.

1 Open the Shipping Assistant Application.
2 If patch or file updates and/or a new version of the application are available, a pop-up box indicating that an update to the application is
available. Click Continue.

TIP
- The Shipping Assistant application will not prompt you to upgrade to a new version while the application is running. To check for updates while the

application is running, view new messages in the Message Center. If a new version is available, Exit out of Shipping Assistant and re launch the application
while ONLINE.
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Patch or File Updates

Shipping Assistant Update Wizard

Application Updates Detected

Review Updates and Continue ‘E’

Shipping Assistant has detected that the following application updates
are available for download. The updates are required in arder to
continue using Shipping Assistant. Please review the selection and
then click continue to install the updates.

Descriptian Details

Shipping Assistant 3.0 Patch Update To Version 3. Yiew
Insurance Rates Update October 12 2008 Wiy

CONTINLE [ 2

@l
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2

Version Updates. IMPORTANT: Version Updates will prompt you to walk through the installation process again upon completing the update.

Shipping Assistant Lpdate Wizard
Application Updates Detected (‘
Review Updates and Continue E’

Shipping Assistant has detected that the following application updates
are available for download. The updates are required in order to
cantinue using Shipping Assistant. Please review the selection and
then click continue to install the updates.

Description Details

Shipping Assistant Upgrade 3.0.47 Wi

CONTIMNUE F
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3 Click Ok.

Patch or File Updates

Shipping Assistant Updaie Wizard

The Shipping Assistant update wizard is downloading the required

updates to your computer. YWhen all the required updates have been
downloaded, you may click the continue button to proceed.

Download Update: 1 of 2
Download Component: Shipping Assistant 3.0 Patch Update To

Downloading application updates. Please wait...

454k out of 6394k downloaded - 7% complete

CONTINUE

Downloading Updates :
Download Required Updates and Continue f

3

@_
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Shipping Assistant Update Wizard

Downloading Updates
Cownload Reguired Updates and Continue

downloaded, vou may click the continue button to proceed.

Download Update: 1 of1

Downloading application updates. Please wait...

=

The Shipping Assistant update wizard is downloading the required
Updates to vour computer. When all the required updates have heen

Download Component: Shipping Assistant Upgrade 3.0.47

ga8k aut of 4579k downloaded - 19% complete

CONTIMNIE

¥

@_
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@_

4 Click Continue.

Shipping Assistant Update Wizard
Summary "
Application Update Wizard Summany l

L)

Shipping Assistant will now install the updated version. The
application will automatically restart after the update
finishes.

COMTIMNUE ¥

5 The Shipping Assistant will automatically upgrade. Note: No backwards capabilities will be provided for. You will need to attain a new
update to continue using the Shipping Assistant application.
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Note: These steps may differ based on the operating environment. Please see general help in order to locate the add/remove programs

Uninstall Shipping Assistant

functionality on a specific operating environment

Click Start on your desktop.

Click Control Panel.

Click Add or Remove Programs.

Select Shipping Assistant 3.2.

Click Change/Remove.

Select Remove the Application from this Computer.
Click OK.

N OO O WO =
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Chapter 5

Registration

@_
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V)

Chapter 5. Registration
In this introduction to registration, you will learn how to do the following:
ONLINE connection status:

e Complete profile information

e Agree to Hazmat Question and view Privacy Policy

¢ Modify connection settings

e Register with Shipping Assistant

IMPORTANT: If you have a MID/DUNS number, contact ICCC at 1-800-344-7779 in order to activate your account on
Shipping Assistant.

Getting Started
After completing the installation process, you will have the option to auto-launch Shipping Assistant. If you choose to
automatically launch, you will be navigated to the Shipping Assistant Registration screen. Registration is only required the

first time after installing the Shipping Assistant application.
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Register with Shipping Assistant
1 Fill out the required fields on the registration screen.

= Shipping Assietant Repistration

" FULL H&hE

COMPANY |
" ADDRESS 1

ADDRESS 2 |

"Iy
“STATE Select State v

ZIF CORE

URBAMEZATION

" PHOME

 EMAIL

E
D Lagias Ehat lwill presant any ibsma thal ars liquid,
pelishable af potentially hazansus to a postal
employes foracespbance and thatall fragile itere
are propaily packaged,

" regquiied fiald

o

REGISTER  F

2 Check to agree to the Hazmat Terms.
3 Click Privacy Policy.
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Privacy Policy

“our information will be used to satisfy :Ep:»rtilﬁi
requirements for customs purposes. Colledicn is suthorized
by 39 USC 401, 403, and 404. Providing the information is
woluntary, but if not provided, we may not process your
transacticn. We do net disclose your informaticn to third
parties without your consent, except to fadilitate the
transaction, to act on your behalf or reguest, or as legslly
required. This included the following limited circumstanoces:
to 8 congressional office on your behalf; to financial entities
regarding financial transaction issues; to a USPS auditor; to
entities, including |law enforcement, as required by law or in
l=gal proossdings; to contractoss and other entities aiding us
to fulfill the service (service providers); and to domestic and
internaticnal customs pursuant to federal law and
agreements.

prnt »

4 Read over the Privacy Policy.

Click Close.

6 Verify connection settings. The application will automatically default the connection settings to use Internet Explorer settings. To modify
connection settings prior to registering, see Modify Connection Settings.

(3]

Connection Settings

{3} USE INTERNET EXPL{*gER
{:} USE PROXY SERVER

ADDRESS | |

FDRT| |

SAVE 3
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=/

TIP
- To modify connection settings in the future, access the Preferences > Advanced Tab once the application has launched

7 Click Cancel.
8 Click Register. Once registration is successfully completed, the Shipping Assistant splash screen will redisplay and navigate you to the
Create Shipping Label view of the application.

IMPORTANT: If you are having any problems with your addresses, please first ensure that your address is valid by ensuring that your address
returns on Zip Code Lookup page (http:/www.usps.com/zip4). If you're address does not appear contact your local AMS offices, which can be identified by
using the AMS Office Locator Tool. (http://www.usps.com/ncsc/lookups/ams_office_locator.html)

Modify Connection Settings
1 Click connection settings.
2 Select the Use Proxy Server radio button to manually enter connection information.

3 Enter a Proxy Address (ex. http://proxy.test.com).

TIP
- Shipping Assistant is not able to execute proxy scripts to determine the actual proxy server. If a proxy script is being used with Shipping Assistant, then
you should select ‘Use IE settings’ and insert the value in Internet Explorer as this browser is capable of executing such scripts.

4 Enter a Proxy Port (ex.8080).
5 Click Save.
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=1 Shipping Assistant Registration

= FULL MAME |

COMPANY |

* ADDRESS 1 |

Connection Settings

() USE INTERMET EXPLORER
() USE PROXY SERVER

ADDRESS |

PORT|

liquid,

are properly packagad.

pearishable or potentisily hazardous to a postal
employ=e foracceptance and that sl fragile teams

* raquired field

privacy policy
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Chapter 6

Create Shipping Labels

@.
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@

Chapter 6. Create Shipping Labels

In this introduction to create shipping labels, you will learn how to do the following:

ONLINE connection status:

Print Shipping Labels immediately

When printing shipping labels immediately, specify a page range to print

Save This Label/Form to My Shipping Cart for printing at a later time

Compare Service Types related to all services available for an individual package
Use the Calculate functionality to view exact postage, insurance (only if integrated with a meter and printing
postage), and service fees due for an individual package

Print or Email an electronic Merchandise Return Label by using the Submit button
Edit Sender Address using information that exists in the Address Book

Edit Recipient Address using Get from Address Book

Add Recipient Addresses entered to Address Book using Save to Address Book
Print Postage and Capture Weight with integrated postage device

OFFLINE connections status:

Save This Label/Form to My Shipping Cart for printing at a later time. IMPORTANT: For international
addresses, verify that your domestic Sender Address has a phone number in the address book prior to
plugging OFFLINE.
Edit Sender Address using information that exists in the Address Book

Edit Recipient Address using Get from Address Book

Getting Started
The Create Shipping Label page allows the user to create Domestic Labels, International Labels, Customs 2976/CN22

and Customs 2976A/CP72 Forms, Electronic Merchandise Return Labels, and Open and Distribute.
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Create a Domestic Label
1 Select Domestic Shipping Label from Label Type dropdown list.
2 Edit the Sender Information by clicking Edit Sender Address. This button will display the Address Book where a new Sender Address
can be chosen or an existing Sender Address can be modified.

FROM: Sender Information

Alman

2750 NE 183RD 5T

APT 102

AVENTURA, FL 33160-2117 %

TIP
- For more details on how to Edit Sender Information, see Address Book and Create Labels section.

- For more details on how to pre-populate the domestic label, see edit Preferences.

3 Enter Recipient Information. Either manually fill in the required fields in the Recipient Information or click Get From Address Book. Get
From Address Book will display the Address Book where the user can choose a previously saved address(es) for the Recipient
Information. Only domestic addresses and/or APO/FPO addresses may be selected in this section.

TO: Recipient Information
GET FROM ADDRESS BOOK »
* FULL NAME |
COMPANY
- ADDRESS 1 | |
ADDRESS 2 | [
- oy | |
* STATE | Select Stats v |

ZIP Code : | 4 | |

URBANIZATION |

PHONE [( ) - [

EMAIL | |

CUSTOMER | |
REF#L 1

SAVE TO ADDRESS BOOK 8
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{Arg}

TIP

- For more details on how to Get From Address Book, see Address Book and Create Labels section

- Also, when you begin typing in the Full Name, matching full names in the Address book will appear in a dropdown box. Select the correct Full Name and
click tab in order pre-populate the Recipient field with address information.

4 You may save new addresses to the Address Book by clicking Save To Address Book before proceeding with entering package
information. All domestic addresses will automatically be standardized to USPS formatting standards upon performing this action.

TIP
- For more details on how to Save To Address Book, see Address Book and Create Labels section.

5 Enter Package Information. Click Capture, if available, when you wish to capture the weight of your package on your integrated weight
scale. Also, if available, enter a Value to be insured and subsequently pay for Insurance along with postage. See Chapter 13 for more

details.

USPS RATE CHANGES EFFECTIVE January 18, 2009

For more details visit http://www.usps.com/

Please visit the Troubleshooting section for the most frequently asked questions regarding Shipping Assistant changes due to USPS rate

changes
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@

Example: With Meter Device

DETAILS: Package Information

“ WEIGHT ol|ues. | oloz
CAPTURE ¥
INSURANCE [] vaLUE|
* SHIP DATE | 8/21/2007 v |
SHIP FROM [
ZIP CODE L |
" IF DIFFERENT FROM SENDER ZIPCODE
= G|ZE | Standard [s=e dimensions hyperlink W
- SERVICE | S=l io= b

= CONTAINER

DIMEMSICMS Instructions on how to measure dimensions

Length | | it [
Heighti. Girth ;”
|:| MNon-machinable?
oF COMPARE SERVICE TYPES b

TIPS:
How to measure dimensions

- For further direction on how to measure Length, Width, Height, and Girth for Large / Priority Mail items, click on Instructions hyperlink on the create
domestic label screen or view appendix
Compare Service Types

- Enter a Ship From ZIP Code if you intend on mailing your package from a ZIP Code that differs from your Sender ZIP Code to ensure correct postage
rate attained for your mail piece.

- Select the Service you wish to use to ship your package. If you want to see a list of all available Services based on the Origination and Destination ZIP
Codes, Weight, and Size entered, click Compare Service Types prior to selecting a service. This will provide the cost, estimated delivery time, and a brief
description of the available Services should you wish to shop across USPS services.

1 Click Compare Service Types.

©Copyright 2009. The United States Postal Service©. All Rights Reserved. Terms of Use. 49




SHIPPING ASSISTANT USER GUIDE — CHAPTER 6. CREATE DOMESTIC SHIPPING LABELS

2 Highlight the desired Service.
3 Click Apply Selected Service.

Postage Estimated Delivery Time
3 824 50 Overnight to most areas
lsil Flst-Rate Enveloce $18.25 @ COvernight to most areas
Priority Masil 85.05 1 Day
Pricrity Mail Flat-Rate Envelops S4.80 1 Day
Prigrity Mail Flat Rate Box 1 Day
Parcel Post 2 Days
ound Printed Matter 2 Days
Me: MMail Z Days

Ligrary Mail 2 Days

For sanding = document for one mte, regardiess of weight, Defivery is made in anaversge of 2 to 3 days.

Note: For a mapping of how the service names in the Compare Service Types pop-up related to the services in the Create Shipping Label service

dropdown, refer to Compare Domestic Rates and Service Commitments section.

6 Enter Package Options. Depending on the service chosen, various package additional options will be available. Choose those you wish
to include on your Domestic Shipping label as an endorsement. Note: For more information regarding the confirmation services available,
refer to the Glossary section.
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OPTIONS: PackagMOptions

* CONFIEMATION | T TR s |
SERVICE |DEI|-.rEI§.- Confirmaticn w

|:| SEND EMAIL TO RECIPIENT
|:| REQUEST ADDRESS SERVICE
|:| SEPARATE RECEIFT

NO HOLIDAY DELIVERY

MO WEEKEMND DELIVERY

WAINE SIGMATURE

@.

7 Click Calculate in order to display the postage, insurance fees (only if integrated with a meter and printing postage), service fees, and
estimated delivery associated with the label you have created. Provided that enough information is provided, domestic addresses will
automatically be standardized to USPS standards upon performing this action. If there is missing information, you will be prompted to

correct error(s) and re-calculate to obtain rates.

LABEL: Current Label

POSTAGE: g efiap

SERVICES: o0

CALCILATE TOTAL DUE; S==,==

ADD PRINTING QOPTIONS: ESTIWATED DELMNWERY
DEYS: -

Fiintwith Postage T
Agres to APQIFFO Restrictions™
Agree tolnsurance Condifions™

1 | HUMEBER OF COFPIES

(i b JOR MySHpPINGCART
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TIP
- If Express Mail service was selected, click Express Mail Service Commitments to view drop off location, drop off times, and service commitments. Note:
Express Mail Service Commitments are based on Ship From ZIP Code if entered; otherwise based on Sender ZIP Code.

8 Click APO/FPO restrictions to view mailing conditions regarding recipient military addresses (if applicable).

9 Click the APO/FPO checkbox to agree to APO/FPO restrictions (required if applicable).

10 Click the Insurance checkbox to agree to Insurance conditions (available only if printing postage & required if applicable).

11 Check Print Postage, if enabled, when you wish to print a meter strip in addition to printing your shipping label upon clicking Print. See
Chapter 13 for more details.

12 Entering a number into the Number of Copies text box will create that many labels with individual barcode properties. The maximum
number of labels that can be printed or saved in this manner is 2000.

13 Click Print if you wish to immediately process and print the Domestic Shipping label or click Save This Label In My Shipping Cart if you
wish to save the label for processing and printing at a later time. If online, all domestic addresses will automatically be checked for proper
Postal Service™ format and standardized if necessary. Upon performing either of these actions, the rate will be obtained for your most
current label information and stored in the Review My Shipment section of the application. Note: The delivery address manually entered
on the label may be different than the address that appears on the label. Check to ensure that the standardized address displayed on
your printed label is accurate.

a. When printing immediately, you can specify a print range for those image labels you wish to physically print. For example, if you
are printing a domestic delivery confirmation label with a separate receipt you can print only the label by entering a print range of
‘from 1 to 1°. Note Shipping Assistant will not honor any more than 2000 copies entered in the print dialog box.
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Prirter

Mame:
Status:
Type:
Where:
Comment:

Prirt range

® Al

|I"-'1in:n:|suﬂ Office Dn:nc:ul%nt Image Writer i£|| [ Properties. .. ]

Ready
Microsoft Office Document Image Whiter Driver
Microsoft Document Imaging Writer Port:

[ ] Print to file

Copies

-I .

Mumber of copies: i3

() Pages

from:|1 | tu:|1 |

E B Collate

| ok ][ Cancel |

14 If you do not wish to print or save to cart, click clear all label field.

TIP

- See Preferences for more details on how to immediately have new preferences take affect.
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For information regarding package size requirements and how to measure packages, refer to screenshot below:

To determine if your package is larger than 84 inches in length and girth combined simply:

1. Measure the Length of your package.
2. Find the Girth of your package: Height + Height + Width + Width = Girth
3. Add Length + Girth

Maximum Measurements

Length + Girth =108 Weight =70 Founds

a5
7o b
--'1:# GIRTH

a8
!
\ rd
s
"\___,J'
LEMNGTH = 107
Length = 1" Length = 207
Girth | B+ 5+ 845) = 26" Girth[G+B+6)=18"
Langth + Girth = 36™ Langth + Girth = 38~
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Create an International Label
1 Select International Shipping Label from Label Type dropdown list
2 Edit the Sender Information by clicking Edit Sender address. This button will display the Address Book where a new Sender Address
can be chosen or an existing Sender Address can be modified

FROM: Sender Information

Alman

2760 NE 183RD 5T

APT 102

AVENTURA, FL 33160-2117 [’\\3

TIP
- For more details on how to Edit Sender Information, see Address Book and Create Labels section.

- For more details on how to pre-populate the international label, see edit Preferences.

3 Enter Recipient Information. Either manually fill in the required fields in the Recipient Information or click Get From Address Book. Get
From Address Book will display the Address Book where the user can choose a previously saved address to populate the Recipient
Information. Only international addresses may be selected
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TO: Recipient Information

* FULL NAME | T |

* ADDRESS 1 |

ADDRESS 2 |

ADDRESS 3 |

Ty |

" COUNTRY | Select Country w

POSTAL CODE |

PHONE |

Fax |

EMAIL |

CUSTOMER |
REF#

|
|
|
|
|
PROVINCE | |
|
|
|
|
|

[[] PO Box Addmess

TIP

- For more details on how to Get From Address Book, see Address Book and Create Labels section.

- Also, when you begin typing in the Full Name, matching full names in the Address book will appear in a dropdown box. Select the correct Full Name and
click tab in order pre-populate the Recipient field with address information.
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4 You may save a new address to the Address Book by clicking Save To Address Book (optional).

TIP
- For more details on how to Save To Address Book, see Address Book and Create Labels section.

5 Enter Package Information. Enter total weight of the package in pounds and ounces including packaging and shipping labels. Note: Your
total unit weight should not exceed the package weight. Click Capture, if available, when you wish to capture the weight of your package
on your integrated weight scale. See Chapter 13 for more details.

USPS INTERNATIONAL PRICE CHANGE EFFECTIVE January 18, 2009

For more detalils visit site www.usps.com.

Please visit the Troubleshooting section for the most frequently asked questions regarding Shipping Assistant changes due to USPS Price
Change

Example: With Meter Device

DETAILS: Package Information

* WEIGHT | |LBS. | loz.

CAPTURE B
INSURANCE [] VALUE |
" SHIP DATE | 8/21/2007 v

SHIP FROM [ )
ZIP CODE L

= |F DIFFERENT FROM SENDER ZIF CODE

* SERVICE | S=lect Servios v |
* CONTAINER
OR COMPARE SERVICE TYPES b
58
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TIP

1 Click Compare Service Types.
2 Highlight the desired Service.
3 Click Apply Selected Service.

Compare Global Service Types k

- Enter a Ship from ZIP Code if you intend on mailing your package from a ZIP Code that differs from your Sender ZIP Code.
- Select the Service you wish to use to ship your package. If you want to see a list of all available Services based on the Weight and Country entered, click

Servios

Internaticnal Flat Rate Envelops
i Standard/! padisging

I

Toomom

Flst Rste Box
sl Flat Rate Envelope

Fricrity I
Fricrity Mail

| A

Pricrity Mail International Standard/Varisble/Own Packaging $52.76 4 |

|

APPLY SELECTED SERVICE

>

dropdown, refer to Compare International Rates and Service Commitments section.

Compare Service Types prior to selecting a service. This will provide the cost, delivery time, and a brief description of the available Services. Note: If no
service displays, then it is a good indication that the services offered for creating online labels via Shipping Assistant is not available to the destination
country entered. Another convenient way to check what services are available is by going to your Shipping Tools. If no services display in the Compare

Service Types pop-up, it means that none of the services are available for creating an international label in Shipping Assistant to the destination country.

Note: For a mapping of how the service names in the Compare Service Types pop-up related to the services in the Create Shipping Label service
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6 Enter the Customs Information describing your package. Also, choose the delivery option you want if, for some reason, your package
cannot be delivered. These options may result in extra charges. Note: For more information regarding the customs information available,
refer to the Glossary section.

CUSTOMS: Customs Information

" COMTENTS i Select Contents v |

EXPLANATION | |

COMMENTS

SENDER'S |
CUSTOMS REF #

IMPORTER'S |
CUSTOMS REF # |

LICENSE # |

CERTIFICATE # |

INVOICE # |

IN CASE OF NO DELIVERY () RETURN TO SENDER
(¥} ABANDON
{7} REDIRECT

edit redirect address
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7 Add the various items to your package by entering a Description, Quantity, Unit Value, Unit Weight, Country of Origin, and/or HS Tariff
Number and click Add Item. The item and subsequent items added will be displayed in the Item Content table. Note: The maximum
number of items that can be added to an international label is 30 items.

ITEMS: Content Details

* CESCRIPTION |

* QUANTITY |

= ITEMVALUE 5 |

| R LI

* ITEM WEIGHT | |LBS. |
COUNTRY OF [,
oRiGn | FEl=ct Country |
HS TARIFF #| |
ADDITEM  #
DESCRIFTION. l# [wr |amT

Mo items have besn added.

TOTAL 000 .00

delete item

TIP
- To Delete a Content Item, select the item in the items table, right-click to view context menu and select Delete Item or click the Delete button

- To Modify a Content Item double-click an item in the items table, verify that content details populates in respective fields, and modify
information. Prior to re-adding the modified item, user must delete original item record from item contents table.
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12
13

14

=

Click Calculate in order to display the postage, insurance fees, and estimated delivery days associated with the label you have created.
Note: Estimated days represents the time period for the package to go from the origin to its destination; please note that this does not
include time for the package to go through customs.

LABEL: Current Label

POSTAGE: F-.--

CALCILATE F TOTAL DUE: $"."

ADD PRINTING OFTIONS: EST. DELIWERY: -
FRINT POSTAGEZ  ORDINARY
SEPARATE RECEIPT 'NCEMNITY: nfa

D Mailing Conditions, Customs Information and
Insurance Conditions

1 NUMBER OF COFIES
. SAVE THIS LABEL IN
L ) ";' OF  MysHIPPING CART *

Click the mailing conditions hyperlink. This link will display any Restrictions, Prohibitions, Observations, Customs Form Notes, and
Express Mail International Notes based on the country you have selected.

Click on the customs information hyperlink. This link will display static customs information related to all international labels

Click the mailing conditions, customs information, and Insurance conditions (applicable and required only if printing postage)
checkbox to agree to international mailing conditions, customs information, and insurance conditions (required).

Check Print Postage, if enabled, when you wish to print a meter strip in addition to printing your shipping label upon clicking Print
Entering a number into the Number of Copies text box will create that many labels with individual barcode properties. The maximum
number of labels that can be printed or saved in this manner is 2000.

Click Print if you wish to immediately print the International Shipping label or Save This Label In My Shipping Cart if you wish to save
the label for printing at a later time.
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- If you receive an error message that states “Requested Service is not available” it could mean that (1) The service indicated is not available to the
destination country or (2) The weight indicated exceeds the maximum weight allowed by the destination country. For more information on how
to view what services are available to different destination countries and details regarding maximum weight and dimension, refer to the

Shipping Tools section.

a. When printing immediately, you can specify a print range for those image labels you wish to physically print. For example, if you
are printing an Express Mail International label you can print only the label pages by entering a print range of ‘from 1 to 5°. Note:
Shipping Assistant will not honor any more than 2000 copies entered in the print dialog box.

Prirter
Mame: |f-'1in:n:|suﬂ Cffice Dn:nc:ul%nt Image Writer v| [ Properties... ]
Status: Ready

Type: Microsoft Office Document Image Whiter Driver
Where:  Microsoft Document Imaging Writer Port:

Comment : [ Prirt to file
Prirt range Copies
Al Mumber of copies: ﬁ =

(O Pages fn::nm:|1 | tD:|1 | < :
Selection @ “oliate

[ OK J [ Cancel

b. If you do not wish to print or save to cart, click clear all label fields.
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TIP
- See preferences for more details on how to immediately have new preferences take affect.

Create a Customs Form 2976/CN22

1 Select Customs Form 2976/CN22 from Label Type dropdown list.
2 Edit the Sender Information by clicking Edit Sender address. This button will display the Address Book where a new Sender Address can be

chosen or an existing Sender Address can be modified.

FROM: Sender Information

Alman
2750 ME 183RD ST

APT 102
AVENTURA, FL 33160-2117 %

TIP
- For more details on how to Edit Sender Information, see Address Book and Create Labels section.

- For more details on how to pre-populate the customs 2976 form, see edit Preferences.

a. Enter Recipient Information. Either manually fill in the required fields in the Recipient Information or click Get From Address Book.
Get From Address Book will display the Address Book where the user can choose a previously saved address to populate the

Recipient Information. International addresses or APO/FPO addresses may be selected.
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Example: APO/FPO
GET FROM ADDRESS BOOK E

% APOIFPO ADDRESS

* FULL MAME |

COMPANY |

* ADDRESS 1 |

ADDRESS 2 |

* CITY | Select City

* STATE | Select Stste

" APOVFPO |
ZIP Code

* PHOME |

FAX |

EMAIL |

CUSTOMER |
REF # |

N O N O

SAVE TO ADDRESS BOOK | 4

TIP
- For more details on how to Get From Address Book, see Address Book and Create Labels section.

4 You may save a new address to the Address Book by clicking Save To Address Book (optional).

TIP
- For more details on how to Save To Address Book, see Address Book and Create Labels section.

5 Enter Package Information. Enter total weight of the package in pounds and ounces including packaging and shipping labels. Note: Your total
unit weight should not exceed the package weight. Click Capture, if available, when you wish to capture the weight of your package on your
integrated weight scale. See Chapter 13 for more details.
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Example: With Meter Device

'WEIGHT| |LE|5. | |.'Jz.

CAPTURE [ 4

= ECINTENTEiEEIEd Contents V|
COUNTRY OF [ _ .~ .

DHIGIN|E=I_'Q”“"'M ' V|
HS TARIFF # | |

TIP

- Country of Origin and HS Tariff # are optional fields and are of use to Commercial Senders only.

6 Add the various items to your package by entering a Description, Quantity, Unit Value, and Unit Weight, and clicking Add Item. The item
and subsequent added items will be display in the ltem Content Box. Note: The maximum number of items that can be added to a CN22 form
is 3 items.

ITEMS: Content Details

* DESCRIPTION |

!
|
* QUANTITY | |
|

- [
ITEM VALUE 5| [

* ITEM WEIGHT | LBS. | |oz.

ADD ITEM L
[+ vt [aur

Mo items have been sdded.

TOTAL 0.00 50.00

delete item
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TIP

- To Delete a Content Item, select the item in the items table, right-click to view context menu and select Delete Item or click Delete button
- To Modify a Content Item double-click an item in the items table, verify that content details populates in respective fields, and modify information. Prior to
re-adding the modified item, user must delete original item record from item contents table.

7 Click Print if you wish to immediately print the Domestic Shipping label or Save Form To My Shipping Cart if you wish to save the form
for printing at a later time.

LABEL: Current Label
CUSTOMS FORM
( PRINT ¥ _)

OR SAVE FORM TO MY SHIPPING CART  #

a. When printing immediately, you can specify a print range for those image labels you wish to physically print. For example, if you are
printing a CN22 label without instructions page you can print only the label by entering a print range of ‘from 1 to 1’. Note: This feature is

not available when printing directly from the shipping cart. Also, Shipping Assistant will not honor any more than 2000 copies entered in
the print dialog box.
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MName:

Status:
Type:
Where:

Comment:

Print range
Gy

Microsoft Office Docu%rﬁ Image Viriter ;_V:| [ Properties... ]

Ready

Microsoft Office Document Image Writer Driver

Microsoft Document Imaging Writer Port:

Copies

AT

(O Pages  from: |1 to: |1 ]

[ Prirt to file

NE——
ber of copies: |1 *

FE

—

l

OK

J[ Cancel ]

9 If you do not wish to print or save to cart, click clear all label fields.

TIP

- See preferences for more details on how to immediately have new preferences take affect.

Create a Customs Form 2976A/CP72
1 Select Customs Form 2976 A/CP72 from Label Type dropdown list.

2 Edit the Sender Information by clicking Edit Sender address. This button will display the Address Book where a new Sender Address can be
chosen or an existing Sender Address can be modified.

FROM: Sender Information

Alman

2750 NE 183RD 5T

APT 102

AVENTURA, FL 33160-2117 %
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TIP
- For more details on how to Edit Sender Information, see Address Book and Create Labels section.
- For more details on how to pre-populate the Customs 2976A/CP72 form, see edit Preferences.

3 Enter Recipient Information. Either manually fill in the required fields in the Recipient Information or click Get From Address Book. Get
From Address Book will display the Address Book where the user can choose a previously saved address for the Recipient Information.
Only international addresses or APO/FPO addresses can be chosen.

Example: APO/FPO

TO: Recipient Information

GET FROM ADDRESS BOOK [

% APOIFPO ADDRESS

* FULL MAME |

COMPANY |

* ADDRESS 1 |

ADDRESS 2 |

* CITY | Select City

* STATE | Select Stste

" APOVFPO |
ZIP Code

* PHOME |

FAX |

EMAIL |

CUSTOMER |
REF # |

N [

SAVE TO ADDRESS BOOK [ =

TIP
- For more details on how to Get From Address Book, see Address Book and Create Labels section.

4 You may save new addresses to the Address Book by clicking Save To Address Book (optional).
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TIP
- For more details on how to Save To Address Book, see Address Book and Create Labels section.

5 Enter Package Information. Enter total weight of the package in pounds and ounces including packaging and shipping labels. Note: Your
total unit weight should not exceed the package weight. Also, choose the delivery option you want if, for some reason, your package
cannot be delivered; note that these may result in extra charges. Click Capture, if available, when you wish to capture the weight of your
package on your integrated weight scale. See Chapter 13 for more details.

Example: With Meter Device

* WEIGHT | |LBS. |oz.
CAPTURE  #

- CONTENTS | Select Contents W
EXPLAMATION |

* DELIVERY {E} AIRMAIL/PRIORITY
TYPE
{:} SURFACE/MONPRIORITY

SEMDER'S|
CUSTOMS REF #|

LICENSE #|
CERTIFICATE # |
INVOICE # |
IN CASE OF MO DELIVERY (%) RETURN TO SENDER

") ABANDON

() REDIRECT

edit redirect address
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TIP

- Country of Origin and HS Tariff # are optional fields and are of use to Commercial Senders only.

6 Add the various items in your package by entering a Description, Quantity, Unit Value, and Unit Weight, and clicking Add Item. The item
and subsequent items added will be displayed in the Item Box. Note: The maximum number of items that can be added to a CP72 form is 30
items.

ITEMS: Content Details

* DESCRIPTION | |

- DUANTITYl |

*ITEM VALUE §| |

" ITEM WEIGHT | LBS. | oz.
COUNTRY OF
DRIGINlSEIEd Cauntry V|
HS TARIFF # | |
clear ADDITEM ¥
DESCRIFTION | # | wer AT

Mo item= have been added.

TOTAL u] 0.001bs  F0.00

delete item

TIP
- To Delete a Content Item, select the item in the items table, right-click to view context menu and select Delete Item or click Delete button

- To Modify a Content Item double-click an item in the items table, verify that content details populates in respective fields, and modify information. Prior
to re-adding the modified item, user must delete original item record from item contents table.
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7 Click Print if you wish to immediately print the created Domestic Shipping label or Save Form To My Shipping Cart if you wish to save the
form for printing at a later time.

LABEL: Current Label

CUSTOMS FORM

kPmNT b)

TR SAVE FORM TO MY SHIPPING CART  #

a. When printing immediately, you can specify a print range for those image labels you wish to physical print. For example, if you are
printing a cn22 label without instructions page you can print only the label by entering a print range of ‘from 1 to 1’. Note: This feature is
not available when printing directly from the shipping cart. Also, Shipping Assistant will not honor any more than 2000 copies entered in
the print dialog box.

8 If you do not wish to print or save to cart, click clear all label fields.

TIP
- See preferences for more details on how to immediately have new preferences take affect.

Printer
Mame: !I’vl\crusuﬂ Cffice Ducukm Image Writer Tl [ Propertiss I
Status: Feady
Type: Microsoft Office Document Image Writer Driver
Whers Microsoft Document Imaging Writer Port:
Commert [ Print ta file
Prirt g Copi
@ Al Numper of copies: i1_ -:,)_|
) Pdoes from:::1__ to:{1 ! ]:
it — BERE
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Address Book Contacts and Create Label
Edit Sender Address

To edit information in current sender information: IMPORTANT: When choosing a sender address, verify that a 10 digit numeric phone number
has been entered as most of the labels will require a phone number when attempting to the print the label.)
1 Click on the Create Shipping Label main tab.

2 Click Edit Sender Address. The Address Book side tab will display.

3 Click the Edit icon arrow next to the address currently in the Sender information.
4 Make changes.

5 Click Save.

OR

To change sender information to an address stored in address book:
1 Click Edit Sender Address. The Address Book side tab will display.
2 Select (i.e. highlight) a different Domestic address that should be inputted as the Sender Address.
3 Click Use Selected.

Get From Address Book
1 On the Create Shipping Label screen, click Get From Address Book.
2 Select (i.e. highlight) the address(es) that should be inputted as the Recipient Address.
3 Click Use Selected.

Save to Address Book
1 Enter the Recipient Information into Create Shipping Label screen.
2 Click Save to Address Book.

TIP

- A unique short name will automatically be created, based on the Full Name and/or Company entered.

- All addressed added will be added to default group “Unassigned”.

- You cannot save addresses OFFLINE because all domestic addresses must be validated prior to being saved to the Address Book requiring
communication with USPS.

3 Click Save.
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Create an Electronic Merchandise Return Label (EMR)

1 Select Electronic Merchandise Return from Label Type.
2 Enter your required Retailer Information.

RETAILER: Retailer Information

* RETAILER |
NAME l

|

* ADDRESS |
%- PERMIT # |
“I5SUING CITY

* ISSUING STATE | Select State

<

- ZIp I.'.‘.:-dei |

TIP
- The Permit account number owner guarantees payment of the proper postage and fees on all returned merchandise return service articles distributed under the
permit holder's permit number. Permit information can be obtained from your local Post Office.

3 Enter the required Postage Due Unit Information. Note: This address will be standardized to ensure it is valid upon emailing or printing

whether you email the label to your customer or print your label.

PDU: Postage Due Unit Information k

* ADDRESS !

- ciTy |

* STATE | Select State v

* ZIP Code | | +a]

4 Enter the required Customer Information requesting a parcel return. This information will serve as the Return Address on the Electronic
Merchandise Return Label. If you wish to email the Return Label to your customer, be sure to enter the customer’s email address.
Customer Information is required to be a valid address. Address 2 and ZIP + 4 fields have been added to ensure that all address

information can be entered.
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CUSTOMER: Customer Information

® FULL NAME |

" ADDRESS 1 |

ADDRESS 2 |

" CITY |

" STATE | Select State W

* ZIP CODE | |44 | |

EMAIL | |

5 Enter Package Information.

DETAILS: Package Information

= WEIGHT | |Las. |_D§ oz

= SERVICE | Select Service W

6 Enter any Label Options that you wish to appear on the Electronic Merchandise Return Label. You may choose to enter an amount you
wish to be insured, a package identification number, and a return merchandise authorization (RMA) number you indicate to expedite your
inbound returns processing. The system will calculate the insurance fee and display it on the label based on the value of contents you
have specified. You may also choose to apply Delivery Confirmation. Note: Delivery Confirmation selected for electronic Merchandise

labels does not qualify for free or reduced electronic rates.

Use RMA # in Barcode checkbox and Label Format radio buttons have been added. If the user checks Use RMA # in Barcode, the
RMA # would then be substituted for the Sequential Package ID in the label number (PIC). This option is only available to those mailers
who have obtained and entered their unique DUNS/Mailer ID during registration. The Label Format radio buttons allow any user the
ability to print Electronic Merchandise Return labels so that the Customer Address appears within the window of two different types of
#10 window envelopes.
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OPTIONS: Label Options

D DELIVERY COMFIRMATION

INSURANCE § | |

PACKAGE 1.D. | |

RMA # | |
USE RMA# IN BARCODE

LABEL FORMAT (3 #10 WiNDOW ENVELOPE (LEFT)
() #10 WIND OW ENVELOFE (RIGHT)

7 If you wish to email the Return Label to the customer, select the Email Label To Customer radio button and click Submit. If you wish to

print the Return Label in order to mail it with a package to the customer, select the Print Label radio button and click Submit.

LABEL: Current Label

MERCHANDISE RETURN LABEL

ELECTROMI
@ EMAIL LABEL TO CUSTOMER

(") PRINT LABEL

( SUBMIT ¥ _)

8 If you do not wish to email or print, click clear all label fields.
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For detailed information and frequently asked questions surrounding the Open and Distribute service, please see Chapter 17 —
Troubleshooting.

Create an Open and Distribute Label

Note: Open and Distribute Label will not be enabled unless users have a MID/DUNS number assigned to their Shipping Assistant. Also,
a popup will open telling users to call ICCC if they attempt to access the Open and Distribute Label page without a MID/DUNS
number.

1 Select Open and Distribute Label from Label Type dropdown list.

2 Edit the Sender Information by clicking Edit Sender address. This button will display the Address Book where an existing Sender
Address can be modified or a new Sender Address can be chosen or added.

FROM: Sender Infarmation

Joe Customer

UNITED STATES POSTAL SERVICE
205 BAGWELL AVE

NUTTER FORT, "W 26301-4322

TIP
- For more details on how to Edit Sender Information, see Address Book and Create Labels section.

- For more details on how to pre-populate the Open and Distribute form, see edit Preferences.
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3 Enter Recipient Information.

TO: Facility Information

GET FROM ADDRESS BOOK ¥
Facility Address Looku 7

" FACILITY TYPE | Select Facility Type w

*FACILITY MAME |

* ADDRESS 1 |

FACILITY CITY |

FACILITY STATE | Select State w

|
|
ADDRESS 2 | |
|
|

*ZIF CODE | | +4 |

SAVE TO ADDRESS BOOK ¥
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Note: Select the destination Facility Type based on the mailing contents. If facility information is needed, click the Lookup Facility
Address link and you will be directed to USPS Facility Access and Shipment Tracking (FAST) page. Follow the FAST instructions that
appear when you click the ? link.

UNITED STATES
POSTAL SERVICE« Home

Facility Access and Shipment Tracking (FAST

maa—wed  Facility Access and Shipment Tracking (FAST)

] 5
Appointment Calendar REPUI‘IS
Closeout Data Report

Mail Direction Search Flease selectthe type of report to view from the left menu or from the report list below which
gives a hrief description of each report.

Resources

If yau would like to return to pages previously viewed within a report, please use the upper
navigation bar or the "Previcus Screen” link found in the upper right of each level of a
generated report.

» Appointment Calendar
Displays the numbker and types of appointments for a designated date range ora
month at a specified facility. Crill-down capabilities allow the userto get more

" Go>
detailed information for a specific date and hour. ’ ’

p Closeout Data Report
The Closeout Data Report allows users to enter appointment or recurring ) )
appointment Id's and view those appointments closecout information. _Go>

» Mail Direction Search
The Mail Direction Search allows users to view current and future drop entry points )
by ZIP, Discount, Mail Shape, Mail Class and Effective Date combinations. _Go>
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4 You may save new addresses to the Address Book by clicking Save To Address Book (optional). Open and Distribute addresses
can only be used within the Open and Distribute label.

TIP
- For more details on how to Save To Address Book, see Address Book and Create Labels section.

5 Enter Package Information. Enter total weight of the drop shipment package in pounds and ounces including packaging and
shipping labels. Enter Ship Date, Ship From ZIP Code if different from sender ZIP Code, the mail class of the Open and Distribute
drop shipment, and the mail class enclosed. If the mail class enclosed is not listed, choose Other and enter the appropriate text in
the Explanation field. If a scale is integrated, a Capture button would be available to capture the current weight on the

scale. See Chapter 13 for more details regarding an integrated weight scale.

DETAILS: Package Information

*WEIGHT LES. 0z,

* SHIP DATE | 4/8/2008 B
SHIP FROM

ZIP CODE L

IF DIFFERENT FROM SENDER ZIP CODE
* OPEN AND

DISTRIBUTE | Select Mail Class L
MAIL CLASS

 MAIL CLASS Szlzct Mail Clazs Endeozsed a
EMCLOSED

EXPLAMATION

"IF MAIL CLASS ENCLOSED IS "OTHER'
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6 Enter Package Options. If you wish to pay for postage via a permit #, enter the number here along with the permit issuing ZIP
Code. Check Separate Receipt to print the label and the receipt on separate pages.

OPTIONS: Package Options

PERMITE | |

PERMIT ISSUING | |
FIP CODE

*= |F PERMIT # IS ENTERED

|:| SEPARATE RECEIPT

7 Click Calculate to obtain the price for the Open and Distribute package. Click Save This Label In My Shipping Cart for printing
at a later time. If a meter is integrated with Shipping Assistant, the Print With Postage checkbox would be available to print an

Open and Distribute label with postage. Note: There is no Print option for Open and Distribute labels.
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8 From the Shipping Cart, Open and Distribute labels may be printed. Open and Distribute labels can only be printed with other
Open and Distribute labels. When Printing an Open and Distribute label, Shipping Assistant will automatically create and print a

PS 3152 Form.

LABEL: Current Label

POSTAGE: oo -
CALCILATE TOTAL DUE: $==.-=
SAVE THIS LABEL IN ESTIMATED DELIVERY

MY SHIPPING CART ' DAMS: -

xA Confirmation Services Cedification (PS5 Form 21520, will
be printed when you print this Prierity b ail Open and
Cristribute containers and must be presented along with
appropriate Postage Statement to the Business Mail Entry
aecceptance unitthat manages your account orthe lacation
designated by the Postmaster. Ensure thatthe acceptance
parsonnel at the Business bMail Entry Unit, orthe location
designated by the Postmaster, seans the PS Form 23152
barcode as Accepted.
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Chapter 7

Address Book

@)
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@

Chapter 7. Address Book
In this introduction to address book, you’ll learn how to do the following:
ONLINE connection status:
e Add/Edit/Delete Addresses
e Add/Delete Address Groups
e Manage Addresses within groups
e Show (i.e. filter) Addresses within a group/Search Addresses
e Import Addresses into the Address Book
e Export Addresses from Address Book
OFFLINE connections settings:
¢ Delete status
e Add/Delete Address Groups
e Manage Addresses within groups
e Show (i.e. filter) Addresses within a group/Search Addresses

e Export Addresses from Address Book

Getting Started
The Address Book allows you to add, edit, delete, bulk import/export addresses as well as manage addresses within groups. The search

functionality further allows you to quickly find addresses within the Address Book for use in the application.

Add an Address
1 Click on the Address Book side-tab. The Address Book side panel will display.

2 Click on the Add New Address D button to view the Address Details panel.
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3 To add a Domestic Address, leave the default Country as United States, and fill out all required fields.

S LIET j.”.”“.*‘j.sm.te_.s ] PHONE |
* FULL NAME | FAX
compPany | —
SHORT NAME | | cusTomER REF #
* ADDRESS 1 | | GROUPS  [[Jtest
ADDRESS 2
* Ty
t STATE |Select State |
ZIP Code | | 2 [

URBANIZATION

% SAVE [ 4

4 Select one or more groups to assign the address (optional).

TIP
- If no groups are checked or available, the address will automatically be placed as an Unassigned address.

- To create a new user defined group, refer to Add New Group section.

5 Click Save to save the new domestic address to the Address Book. Note: If you decide not to save the address, make sure to

click the Cancel button to exit the Add a New Address panel view in the Address Book.
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- All domestic addresses are immediately validated against the USPS Address Management database and standardized upon saving/editing or
importing. No invalid domestic addresses will be allowed to be saved in the Shipping Assistant Address book.
- The system will automatically create a Short Name for the address record if you do not provide one. The Short Name is used as a unique

identifier and cannot be duplicated.

6 To add an International Address, select a country other than the U.S., and fill out all of the required fields.

COUNT] PHONE | |

* FULL NaME | | Fax | |

COMPANY | | EmaiL | |

SHORT MNAME | | CUSTOMER REF # | |

* ADDRESS 1 | | GROUPS  [[] domestic |

| | T —
ADDRESS 2 | |
* Y | |
PROVINCE | |

POSTAL CODE |
[] Po Box
SAVE 2

7 Click Save to save the new international address to the Address Book.
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2

8 Facility addresses to be used for Open and Distribute drop shipments. Users must use the Save to Address Book button directly
from the Open and Distribute Create Shipping Label view to save facility addresses. Once saved to the address book, a user can

edit the facility address from the Address Book.

COUNTRY
* FACILITY TYPE
* FACILITY NAME
SHORT MAME
* ADDRESS 1
ADDRESS 2
FACIL* CITY
FACILITY STATE
* ZIP CODE

URBAMNIZATION

E I

Fairfax Post Office

|FairfsxFostOfiios

| 10881 PAGE AVE

FAIRFAX

Virginia

22020 |+

PHOME

FAX

EMAIL

CUSTOMER REF #

GROUFS

©Copyright 2009. The United States Postal Service©. All Rights Reserved. Terms of Use.

87



SHIPPING ASSISTANT USER GUIDE — CHAPTER 7. ADDRESS BOOK

Edit an Address
1 Click on the Address Book side-tab. The Address Book side panel will display.
2 Click on the corresponding Edit arrow button for the address record you wish to edit.

Example: Domestic Address

b3

counmr | T v v | |

* FULL NAME |Albright - | |
COMPANY | EMAIL | |

| |

SHORT NAME | Albright CUSTOMER REF #

GROUPS [ test

* ADDRESS 1 |23‘J1 JEFFERSON DAVIS HWY

* o7y |ARLINGTON

¥ STATE | Virginia W

ZIF Code |EF_2~52 +4 [3814

|
|
|
|
|
ADDRESS 2 |AF'T 1120 |
|
|
|

URBANIZATION |

SAVE 3

View the Address Details panel with pre-populated information.

Modify the address information as desired.

To change the type of address record (domestic or international), simply change the selected Country.
Click Save to save the edited address to the Address Book or Cancel to discard changes.

o O A~ W
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- All domestic addresses are immediately validated upon saving/editing or importing addresses. No invalid domestic addresses will be allowed to
be saved in the Shipping Assistant Address book.
- If the Country is grayed out, this indicates that the specific address that you are attempting to edit is currently being used as the Sender Address

in the Create Shipping Label Tab. Since the Sender address can only be a domestic address, the country cannot be edited for this address until a
new Sender Address is selected.

Delete an Address
1 Click the Address Book side tab.
2 Check one or more addresses to permanently delete.

3 Click the delete address button to delete the addresses.

[ ——
(2]

You are about to permanently delete one address from the Address Book. Deleted addresses cannot be recovered.
Do you want to continue?

4 Click OK in the confirmation window. Note: Deleting an address will permanently delete an address from the application,
regardless of how many groups the address may be a part of.

TIP
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- To simply remove an address from a specific group refer to Manage My Groups

Add a New Group

1 Click on the Address Book side-tab. View the Address Book main panel.

=
2 Click on the Add New Group r‘ button. View the Add New Group pop-up window.

Add New Group

Mew Group Mame;

SAVE B

Enter a group name and click Save
View the new group in the Show drop-down. This dropdown allows you to filter your addresses based on user-defined groups. For
more details on how to filter the address book, refer to View Addresses in a Specific Group section.

Show |All Addresses v

5 View the new group in the Groups selection box in the Address Details panel when adding/editing an address record.

Delete a Group

1 Click the Address Book side tab.
2 Select a Group from the Show drop-down menu to filter address book list.

Show |All Addresses v

TIP
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- Unassigned group cannot be deleted as this is the default group that addresses are added to when no specific group has been specified. In other
words, ‘Unassigned’ represents those addresses that are not assigned to any specific group.

3 Click the delete group button to delete an existing group. IMPORTANT: Any addresses that are not assigned to another group
will be moved to Unassigned Addresses. This action DOES NOT permanently delete any addresses. In order to permanently

Delete an Address, see Delete an Address section.

Scenario 1: If you have an address assigned to only one group, please note that by performing delete a group, the address will
reset this address to unassigned, as it is not assigned to any user-defined groups.

Scenario 2: If you have an address assigned to more than one group, please note that by performing delete a group, the address

will remain in the group that was not deleted.

Are you sure you want to delete the selected group?

Any contact that is not in another group will be maoved to
Lnassigned addresses.
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Manage My Groups
The Manage Addresses section is particularly useful for managing a large number of addresses at one time. However, users may also
modify group assignments individually by accessing the address details panel for individual records via the Edit button.

Move an Address to another Group
This feature allows users to remove addresses from one group and/or move them to a new group. This functionality should primarily be
used when dealing with multiple addresses
1 Click the Address Book side tab.
2 Select a group from the Show drop-down menu to filter the address book by a specific group. For more details on how to filter the
address book, refer to View Addresses in a Specific Group section.

E:hck office W @

3 Check one or more addresses within the group selected. View the Manage Addresses section in the lower right-hand corner of
the Address Book panel.

Manage Addresses

Select Action

4 Select Move to from the Select Action drop-down menu.

5 Select a group from the Address Group drop-down menu. IMPORTANT: Any address that is not assigned to a user-defined group
is listed as an Unassigned Address. Since an address cannot simultaneously exist as Unassigned and assigned to another
group the address will be removed if ‘Unassigned’ is selected in the Address Group dropdown.

Manage Addresses

¥ = ®

IMPORTANT: If you wish to simply remove an address from a particular group, click on the Edit arrow in the Address book and
uncheck the group in which you wish to remove the address from. See Edit an Address section for more details
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6 Click Go.

TIP

- The selected address record now no longer exists in the group for which the table is filtered but does exist in the group selected in the Address
Group drop-down menu. To verify, select the group name that the address was moved to in the Show dropdown box in the Address Book.
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Add an Address to another Group

This feature allows users to assign an address to multiple user-defined groups in the address book. Please note: Address records
cannot exist in a user-defined group AND in “Unassigned” addresses. “Unassigned” is the default for address records not assigned to
any other group.
1 Click the Address Book side tab.
2 Select a group from the Show drop-down menu to ensure that the addresses within a specific group are displayed. Note: A user-
defined group does not include All Addresses or Unassigned.

E:hck office W ﬁ

3 Check one or more addresses from the group selected to add to an additional group by selecting the corresponding checkbox.
View the Manage Addresses section in the lower right-hand corner of the Address Book panel.

Select Action W

4 Select Add to from Select Action drop-down menu.
5 Select a group from the Address Group drop-down menu.

Manage Addresses

s~ [N e - o

TIP
- Any address that is not assigned to a user-defined group is considered unassigned. If an address is Move To > Unassigned, the address will
be removed from all groups that it was previously assigned to.

6 Click Go.

TIP
- The selected address record now exists in the user defined group for which the table is filtered AND in the group selected in the Address Group
drop-down menu.
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View Addresses in a Specific Group

Show (i.e. filter) Addresses within a Group
1 Click the Address Book side tab.
2 Select a group from the Show drop-down menu in order to view addresses in a specific group selected.

E:hck office W *‘

Search Address Book

Search Addresses
1 Click the Address Book side tab.
2 Verify that the show dropdown displays a view of addresses in a specific group of the records you wish to conduct your search

on.

3 Verify that ALL is selected under the Search For dropdown to ensure that ALL addresses within the selected group in the Show

dropdown are displayed.

AlL JAJEBJCIDIEIFIGIAIIIdIEILIAI#AIDIPIQIRISITIDIYIRIZITIZ

Enter a keyword in the Search For textbox.
Select a column name in the Field Name drop-down to specify a specific column to search.

eanch For in AIIC‘.:}Iu"nns- | m B Show [EAESGEEEE *‘

ALL | A |1 8 Erl_'lIrJIJIJI-I'I-JI-JI JIIPIQIRISITIVIYIWIE]ITL2

6 Click Go. Only addresses that match the search criteria will display in the Address Book table.

IMPORTANT: In order to clear the filter to view All Addresses, please conduct the following steps
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Clear out Search For text

Select All Columns in Search dropdown
Select All Addresses in the Show dropdown
Select All link below the Search For box

Click Go next to the All Columns dropdown

a A WO N =

Filter by Letter
1 Click the Address Book side tab.

2 Click a letter link to view all addresses with a Full Name that begins with that letter.

TIP

- If a letter is disabled it means that there are no addresses in the address book where the Full Name begins with that letter,
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Import File Specifications

The .csv file must contain all of the following headers in the order listed below, (*) designate required fields. For a sample .csv file, please visit
Shipping Assistant Installation page (http://www.usps.com/shli)plngassstant/lnstructlons.h m). Note: If a domestic addresses cannot be validated
based on the required fields entered, the address record will not successfully import into Sh;'fping Assistant. IMPORTANT: See checklist
instructions to ensure that your import file is setup correctly prior to importing into Shipping

ssistant.

e Full Name * (and/or Company)

e Company

e Address1*

e Address2

e Address3

e City*

e State™ ( required for Domestic addresses only)

e ZIP Code (can include ZIP + 4). Note: For international addresses this can be used to insert Postal Code. Please be aware to
make sure that prior to saving the .csv file that no leading Os are being removed by the application in which you are viewing your
g’ata.. To confirm that the file i1s being saved properly prior to importing into Shipping Assistant, view the values in text-only format.

. rovince

o Country* (required to state ‘United States’ for all Domestic addresses)

e Urbanization

[ )

Phone Number. Note: For domestic address a valid 10 digit phone number must be provided in order to successfully import the

phone number for a farticular record. If less than 10 digits are provided for a domestic address, the phone number value will not

import for the recor

e Fax Number

e Email. Note: For domestic address a valid email address must be provided in order to successfully import the email for a
particular record. If an invalid email is provided for a domestic address, the email value will not import for the record

e Reference Number

e Short Name

Microsoft Excel E| |E| E|
H] N RANE =N R =R AR N

! Fle Edit Wew Insert Format Tools Data  Window Help Type a guestion for help =
HRNER - NERETIE RN AW TR A RSN Ym0 TN | W L BN |

T e Bt IR | 75} LF | | ) | ;2] _.| @_l | ¥+ Reply with Changes... End Review... !

; Arial >l | B I OIS ==FE]8$ % s 50| E S

$ & snaatt &' | window - !

Full MName |Company Name |Address 1 |Address 2 |Address 3 |City | State | ZIP Code | Province |Country |Urbanization |Phone Number |Fax Number |E Mail | Reference Number |Short Name

©Copyright 2009. The United States Postal Service©. All Rights Reserved. Terms of Use. 97



SHIPPING ASSISTANT USER GUIDE — CHAPTER 7. ADDRESS BOOK

=]
IMPORTANT: If any of your addresses contain a blank Short Name, make sure to conduct the following action on the last column (i.e. Short
Name) prior to saving .csv file in order to ensure that the .csv is created correctly prior to importing into Shipping Assistant:
Select the entire Short Name column by clicking in the Header row for that column.
Click on Edit > Go To > Blanks.
Click Ok.
In the formula cell, type in =7”.
Click Ctrl-enter.

O G A WON =

Click Save. Confirm that the following message displays. Be sure to click Yes to confirm that the file is saved in .csv format.

Microsoft Excel

test.csv may contain features that are not compatible with C5V (Comma delimited). Do you want to keep the
workbook in this format?

\!") « To keep this format, which leaves out any incompatible features, dick Yes.
s« To preserve the features, dick Mo. Then save a copy in the latest Excel format.
« To see what might be lost, dick Help.

Yes ] [ Mo ] [ Help

7 Click Yes to save in .csv format.
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Checklist for .csv files prior to Importing

If using Microsoft Excel® to create your .CSV, please make sure to go through the checklist below to ensure that the .csv file is correctly
formatted before importing into Shipping Assistant.
V' Verify that your file is in .CSV format and has a .CSV file extension.

V' Verify that your file has no hidden columns

V' Verify that your file does contain the specified import file headers and that they are in the correct order. For specific headers, see

Import File Specifications for more instructions.

V' Verify that your file contains the specified import file headers correctly spelled. See Import File Specifications for more instructions

V' Verify that none of your data contains extra commas. Note: Including commas in your data will cause your file to fail the import

process as data between two commas interpreted by Shipping Assistant as a distinct column.

V' Verify that there is no extra data in any other columns, not related to a specific header. IMPORTANT: Any data that is not below a

specified header in the .csv file may possible cause your entire file import to fail.

v If your file does not have a Short Name for every 16" entry, please verify that you have completed the Import File Specifications

instructions to ensure that your .CSV file was created correctly and to ensure a successful import.

V' Verify that when viewing your .csv file in a text pad program that NO extra commas appear at the end of each row

V' Verify that your .CSV file is not open upon attempting to import your addresses.
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Import Addresses

Before you import an address book, you’ll need to create a .csv file or export a .csv file from another application. A .csv file is a comma-

separated value file used to import and export addresses in a standard format. Please read the Import Specifications section for details.
Address files must be appropriately formatted to meet required, specified format used by Shipping Assistant. The Shipping Assistant
application has leveraged the USPS Click-N-Ship existing format, facilitating seamless import of your address book existing today should you
be a Click-N-Ship user. Although it is important to STILL go through the checklist in the instructions above to ensure the .csv file exported

from Click-N-Ship is in the proper format.

1 Export your address book from another application as a .csv file or create your own .csv file. If exporting from another application,
follow the instructions for exporting found in your application.

2 Verify that you have completed the checklist on the previous instruction page to ensure your .csv file is ready to be imported.

3 Make sure you note where the exported .csv file is saved on your computer.

4 Click on the Address Book side-tab. The Address Book side panel will display. IMPORTANT: If you are importing domestic addresses,
verify that connection settings via preferences are correct as the application will attempt to connect online to validate domestic
addresses. If the connection settings are not set up correctly, all domestic addresses will fail the import process. Important: Facility Type
addresses cannot be imported into the Address Book explicitly via the import process. A DDU address would simply be imported as a
regular domestic address, while all other Facility Types (SCF, ADC, BMC, and ASF) would fail upon import due to “missing required
fields.”
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5 Click on the Import Addresses button. View the Address Book — Import window.

1 C ¥ 1 IRE]
AdAress booK Import

My
Toimportaddresses, pleaseselectthe .csvfilecontaining the address
book entries youwishto import. Next, select the groupis)to which you
would like the entries to be added.

Address Book entries that are not placed into a specific group are listed
individually in Unassigned Addresses.

Import Path:

BROWSE... L¢

Addto Existing Address Groups:

Wicomee

[ reston office
[ senior executive

[ canceL JEEESR

6 Click the Browse button to select a .csv file already appropriately formatted per Shipping Assistant specifications to import. Make sure
the file name is displayed in the ‘Import Path’ text box once selected.

7 Check one or more user-defined groups in the Groups selection box to which the imported records will be a part of (optional). If no group
is selected, the imported address records will automatically be listed as Unassigned in the Address Book.

8 Click the Import button to import the records from the .csv file.

TIP

- Make sure the .csv file is not open upon trying to import into the Address Book. The system will throw an error message if the file is in use
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9 View the import summary window, which details how many records were successful imported (added and/or overwritten)/and which
address failed import

0

hddress Book Impo

LS DOO Hpa L
o

43
You have successfully imported 409 of 460 addresses

Addresses Imported: 409
Addresses Added: 409
Addresses Overwritten: 0

Addresses Not Imported: 51 Failed Records

Progress: Import Complete
IlllIIIIIIIlIIIIIlllIIIIIIIIIIIIIIIIIIIIII!“IIII‘

cancel FINISH L

TIP
- If an address is imported with a duplicate Short Name as an address that currently exists in the application, the system will overwrite the existing address.
The number of overwritten addresses will be displayed in the Import Summary window.

- All domestic addresses imported will be validated. Any invalid domestic addresses will NOT be imported into the Address Book. In order to identify which
lines of your .csv file failed to import, see View Failed Import Address Section

10 Click the Finish button to return to the Address Book. Note: It is recommended to disable the ‘Enable Verbose Application Log’ checkbox
once all import actions are completing for better performance
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View Failed Addresses
1 After the import process is complete, click on the Failed Records hyperlink. The Failed Records pop-up will appear.

Failed Records

2 To view the address related to each error on the screen, click on any of the row number hyperlinks.

Failed Records k

Detsils for ow number 228
..7025 Roundiree Rosd,, Falls Church VA 22042, United States,, ...

3a To export the error log (a text file version of the errors on the screen) click on the Export Error Details button.
Description: The Error Details allows you to easily identify which rows in your original .csv file failed, the reasons why they
failed, and the address information associated with each failed record
a. Enter in a name and a directory to save the error log and click Save
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b. View confirmation pop-up that confirms that your error log has been written to a file. Click Close.
c. Open error log in a text pad application to view details on which records failed

d_AddressRecords.txt - Notepad
Fie Edt Format Hep g
;3r1g1 al Row #52:
Address Not Found. J
ROBERT CLAPP,EMPI, INDUSTRIAL PARK,,,CLEAR LAKE,SD,57226,,United States,, (605) 874-6217,,,,

original Row #83:
pefault address: The address you entered was found but more information is needed (such as an apartment, suite, or box
SUE BORNS, PROFESSIONAL MATILING & MARKETING, 305 BROWN COUNTY 19 S,,,ABERDEEN,SD, 57401, ,United States,,(605) 882-3365,,,,

original Row #78:
efault address: The address you entered was found but more information is needed (such as an apartment, suite, or box
ROD TITUS,PROFESSIONAL MAILING & MARKETING, 305 BROWN COUNTY 19 s, ,,ABERDEEN,SD, 57401, ,uUnited states,, (605) 226-3356,,r¢

original Row #112:
Multiple addresses were found for the information you entered, and no default est 5.
MORLOCK, BOBCAT COMPANY, 250 BEATON DR, ,,WEST FARGO,ND, 58078, ,uUnited states,,(701) 241-8720,,,,

JULT

original Row #113:
mMultiple addresses were found for the information you entered, and no default exists
PAUL POSEL,BOBCAT COMPANY,250 BEATON DR,,,WEST FARGO,ND,58078,,United States,,(651) 646-5244,,posel19672atthi. com,,

original Row #114:
Multiple addresses were found for the information you entered, and no default exists.
JIM SHARP, BOBCAT COMPANY,250 BEATON DR,,,WEST FARGD,ND,5807&,,united states,,(701) 241-8700,,,,

original Row #116:
pefault address: The address you entered was found but more information is needed (such as an apartment, suite, or box
ERUCE BERKEY,BOBCAT COMPANY,112 N UNIVERSITY DR, ,,FARGO,ND, 58102, ,uUnited states,,(704) 997-7004,,,,

original Row #125:
pefault address: The address you entered was found but more information is needed (such as an_apartment, suite, or box
SHERRY ILLICH,MAIL CENTER,1335 2nd Ave N,,,FARGO,ND, 58102,,United States,, (701) 280-3150,,mailpresort@yahoo.com,,

original Row #130:
Invalid number of columns for row
CHUCK MCGUIRE, "DAKOTA DRUG, INC" 4121 12TH AVE Nw,,,MINOT,ND,58102,,united states,,(701) 298-9026, , cmcguire@dakdrug. con

original Row #134:
Invalid number of columns for row.
DEAN PLANTE, SWANSON HEALTH PRODUCTS INC,1318 39TH ST Nw,,,FARGO,ND, 58102, ,united states,, (701) 356-2828,, "dplante@swan:

original Row #138:
pefault address: The address you entered was found but more information is needed (such as an apartment, suite, or hox
WANDA ROATH, BOBCAT COMPANY,112 N UNIVERSITY DR, ,,FARGO,ND, 58102, ,United States,, (701) 241-8740,,wanda_roath@bobcat.com,

b3 L]

3b To export ONLY failed address records into a NEW .csv file, click Export Failed Addresses.
Description: The Export Failed Addresses allows you to easily create a new .csv file of ONLY failed addresses that you can work
on to correct the missing information detailed on the screen and re-import easily into your Shipping Assistant address book
a. Enterin a name and directory to save the .csv file with exported addresses and click Save.
b. View confirmation pop-up that confirms that your .csv file has been written to your desktop. Click Close.
c. Open .csv file, correct errors and re-import.

A | E | c Lo = R | & | H | 9 | ok oL | oM | N | & | B | @ | R =
Full Mame Company Addrezz1 Addrezz 2| Addrezz 3 City l“\f Shate Zip Code  Prowince | Country | Urbanizatic Phone Fax E Mail Customer | Short Mame b
JOE CUSTOMER UspPs M DSTREET S | | W ASHINGTON oc | 20024 | United States
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4 Click Close.
Export Addresses

1 Click on the Address Book side-tab. The Address Book side panel will appear.
2 Click on the Export Addresses button. View the Address Book - Export window.

Address Book Export

- To export addresses, please select the output path where you wish
| to save the .csv file. Mext, select the group name from the "Select
Desired Address Group" field for the addresses vou would like to
export.

MOTE: If wou select "All Addrezses" all of your addresses will be
merged into & single document in the exported file.

Zelect a File Path:

Select Desired Address Group:
All Addresses w
Ezxport F

3 Click the Browse button to choose a file path for the exported file and type in the new file name for your exported desired address list.

4 Click Save File. Make sure the file path is displayed in the ‘Select a File Path’ text box.

5 In the Select Desired Address Group drop-down menu, select All Addresses or a specific address group to export records from a specific
group

6 Click the Export button to export the records into a .csv file.

TIP

- If replacing an existing file, make sure the .csv file is not open upon trying to export addresses. The system will throw an error message if the file is in use
- Exporting addresses is recommended prior to deleting addresses for archiving purposes. In order to delete addresses after archiving, refer to the Delete
Address section for instructions.

- Open and Distribute facility addresses will not be exported by Shipping Assistant.
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7 Follow the chosen file path to view the .csv file containing the exported address records. All exported files can be re-imported into the application
using the import instructions in the .csv format detailed in the Import Address section above. Note: As long as the Short Name remains the same,
modifications to the export file will overwrite the original record upon re-importing.
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Chapter 8

Shipping Cart

@_
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Chapter 8. Shipping Cart

In this introduction to shipping cart, you’ll learn how to do the following:
ONLINE connection status:

e Print READY labels

e Print PENDING labels. IMPORTANT: Labels in PENDING status will not automatically change to READY status after plugging ONLINE.
You must print the label in order to begin processing. Note: There is no way to have PENDING labels go to READY status without
printing.

e Edit labels (PENDING & READY labels only)

e Update Cart Prepares labels for printing and informs users if there is an error with the label.

e Bulk Print Postage with integrated postage device

OFFLINE connections status:
e Print READY labels

e Edit labels (PENDING & READY labels only)
e Bulk Print Postage with integrated postage device

Getting Started
The Shipping Cart provides a venue where labels and forms can be stored for printing at a later date. From the shipping cart, a user can preview
a label, edit a label, and view errors on a label. Refer to the Detailed Description of Shipping Cart Status’ for more information.

Detailed Description of Shipping Cart Status’
In order to view ALL labels with the respective statuses below, take advantage of the Show dropdown on the upper right hand corner of the Shipping Cart
which allows you to filter all records based on a specific status.

READY: Represents a label that is ready to be printed
. If a label is added to the Shipping Cart while you are ONLINE, the label will be set to READY status indicating the label successfully
generated. Actions available for labels in READY status are Print Preview and Edit.
PENDING: Label has not been processed, print will validate label information
» If alabel is added to the Shipping Cart while the user is OFFLINE, the label will always be set to PENDING status. In order to
successful print labels in PENDING status, ONLINE status is required.
ERROR: Represents a label that has errors that need to be corrected prior to reprocessing and printing.
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* Upon printing a PENDING label, the system will set the label to ERROR status if an error is encountered while processing the label.

» Please note that it is possible for a label to go from READY to ERROR status if the date the label is printed is later than the ship date
indicated.

For more information related to the Shipping Cart actions available, refer to the Shipping Cart Actions instructions.

Shipping Cart Actions

Note: All actions are available regardless of connection status.

e Edit: This action gives the users the ability to remove the label from the Shipping Cart and repopulate the original information into the
create label page for editing. This action is only available to labels with READY and PENDING status.

e Update Cart: This action gives users the ability to determine if any label is in ERROR and to update a Pending label to Ready status,
This action is available to all labels.

e Delete: This action gives users the ability to remove label(s) from the Shipping Cart. Deleting a label(s) will permanently remove that
label. This action is available to all labels.

Edit Label
1. Click on the Shipping Cart side-tab. The Shipping Cart side tab will display.
2. Select (i.e. highlight) a shipping labels in PENDING or READY status.
3. Click the Edit button on the bottom of the Shipping Cart side tab.
4. View the confirmation pop-up window, which details the error encountered and explains that upon editing the label, the label will be

removed from the shipping cart and re-populated in the label view for editing. Click OK.
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Editing this label will delete it from the Shipping Cart and populate the label infarmation in the
label view for editing.

You must save it back to the Shipping Cart ar Print' immediately to generate the lakel.

Click Ok to continue. Otherwise, click cancel to return to the Shipping Car.

OK F

TIP

- The Label counter will decrease by one and the Label total will decrease by the amount that the label being ‘edited’ is valued for those labels in READY
status. For more details regarding the information displayed on the top right hand side of the application, refer to Bulk Print Labels section.

View the label page you wish to edit (based on the label type) with pre-populated information in the fields.
Modify the information as necessary. After your edit, if you wish to save changes, click Save to Address Book.

Click the Save this Label In My Shipping Cart button to add the edited label back into the Shipping Cart or click Print to print label
immediately.
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Update Cart
1 Click on the Shipping Cart side-tab. The Shipping Cart side tab will display.

2 Check the labels you wish to prepare. IMPORTANT: Labels that are available for printing differ depending on connection status!
a. If ONLINE, check label(s) in READY and/or PENDING status only.

b. If OFFLINE, check label(s) in READY status. Note: Labels in ERROR or in PENDING status cannot be printed.
3 Click Update Cart. View the first page of the Print Wizard — Preparing Labels.

Print Wizard Y
Preparing Labels &ﬁ

Zhipping Assistant is preparing labels intheShipping Cart for print.

If you are anline, all labels with READY and PENDIMNG status will be
processed. [fyou are offline, all labels with READY status will be processed.
Processing of labels will verify thatthelabel infarmation and ship date priorto

printing.
Remaining Labels: 0O
Labels Processed; 1
Labels In Error: 0

Complete

llllllllllllllllllllllllllllllllllllllllllllllllli

QTS cowme b

4 Click Continue. View Shipping Cart with all selected label's statuses updated.

Print Labels from Shipping Cart

1 Click on the Shipping Cart side-tab. The Shipping Cart side tab will display.

2  Check the label you wish to print. IMPORTANT: Labels that are available for printing differ depending on connection status!
a. If ONLINE, check label(s) in READY and/or PENDING status only.
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b. If OFFLINE, check label(s) in READY status. Note: Labels in ERROR or in PENDING status cannot be printed.
3 Click Print. View the first page of the Print Wizard — Preparing Labels.

Note: Printing an Open and Distribute label will create a PS Form 3152.

Shipping Assistant Print Wizard
Print Wizard Y
Preparing Labels @

Shipping Assistantis preparing labels in theShipping Cart for print.

If you are online, all labels with READY and PENDING status will be
processed. [fyou are offline, all labels with READY status will be processed.

Processing of labels will verify thatthelabel infarmation and ship date priorto
printing.

Remaining Labels: 0O
Labels Processed: 1

Labels In Errar; 0

Complete
[IIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIi

@D cone b

TIP

- If any of the labels cannot be processed because they are in ERROR a message will display asking whether or not you wish to continue processing all

remaining labels. Once remaining labels are processed, the statuses of all the labels in the cart will be updated. Refer to View/Fix Errors on Label section
for more details.

4 Click Continue. View the second page of the Print Wizard — Indicating enhanced print preferences
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Shipping Assistant Print Wizard

Print Wizard =
Printing Preferences ﬂa

Specify a page layout:
O Print all selected 4x6 labels two-per pagein addition to all remaining labels

@ Print labels normally

Specify additional print preferences:
|:| Print Preview, based on specified page layout, prior to printing
Print postage forall selected domesticand international labels

Do notshowthis screen in the future (vou may re-enablethis dialog box from
Preferences link)

5 Click Continue. View the second page of the Print Wizard — Indicating enhanced print preferences
a. Print labels normally — This means that all labels selected will print back to back and include all pages (inc. separate receipt, if
indicated, mailing instructions pages, etc.)
b. Print all selected 4x6 labels two-per page in addition to all remaining labels — This means that all 4x6 labels (listed below) will
print 2-per page and will NOT include any separate receipt or respective mailing conditions. In addition, any other type of labels
selected will print as they normally would to include all pages (inc. separate receipt, if indicated, mailing instructions, etc...)
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4x6 labels eligible for 2-up are:

For example, selecting to print two Priority Mail 4x6 labels per page would look something like this:

Domestic Priority Mail

Domestic Priority Mail Flat Rate Envelope
Domestic Priority Mail Flat Rate Box
Domestic Priority Mail Large Flat Rate Box
Domestic Priority Mail Small Flat Rate Box
Domestic Priority Mail Open and Distribute
Domestic First Class Mail Parcel

Domestic Library Mail

Domestic Media Mail

Domestic Parcel Post

Priority Mail International Flat Rate Envelope
Priority Mail International Small Flat Rate Box

First Class Mail International

@
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L06ELZ508# PaA0.ddY )23 2012313

L¥0v-01299 SH W¥Vd ANVTNINO
o 1IVIN ALIMOIYd SdSN

139313

£06€12908 # Pano.ddy a3y dluo.

s 1IVIN ALRIOIRMd SdSN

6 Specify additional print preferences.
a. Check ‘Print Preview’ checkbox if you wish to preview your bulk selected labels exactly in the order and how they would print
prior to printing. (optional)
b. Check ‘Print Postage’ checkbox if you are integrated with a postage device and wish to print postage to meter strips at the same
time your labels are printed. See Chapter 13 for more details.
7 Check do not show checkbox if you do not wish to every print two 4x6 labels per page or print preview labels prior to printing. (optional)

TIP
- Once checking ‘do not show’ checkbox, users can always re-enable the ability to specify enhanced print preferences for each print job by

going to Preferences link — Advanced tab.

8 Check Continue. View either print preview dialog box or print dialog box.
a. On the print preview dialog box, click the print icon on the top in order to complete print job
b. On the print dialog box, click the OK button in order to complete print job.
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9 View the Review My Shipments section to see the list of shipping labels that successfully printed.

Print All Labels in Shipping Cart
1 View the Print All Labels button. IMPORTANT: Labels that are available for printing differ depending on connection status!
a. If ONLINE, this action will attempt to process and print PENDING and READY labels.
b. If OFFLINE, this action will print READY labels only.

[ERS Labels (TR Label Total

2 View the total number of Labels indicated at the upper right hand side of the application. IMPORTANT: The Label Counter includes ALL
labels in the Shipping Cart, regardless of status.
View the Label Total counter. IMPORTANT: The Label Total counter only includes labels with READY status.
Click the Print All Labels button.
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TIP
- If there are PENDING labels in the Cart, Print All Labels will turn to Cancel Printing to allow printing to be immediately stopped. If there are no pending

labels in the cart this functionality is not available.

5 View the summary message in the status bar of the Shipping Assistant application that details the number of labels printed out of the
total number of labels that were attempted to be printed.

6 View the Review My Shipments section to see the list of shipping labels that successfully printed.

Delete from Shipping Cart
1 Click Shipping Cart side tab. View the Shipping Cart side tab.

2 Check one or more labels for deletion.

TIP
- In order to quickly check one or more labels, see shortcuts for more instructions.

3 Click Delete
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4 View Delete Shipping Cart record confirmation module. Click OK.

You are about to permanently delete one shipping label from the Shipping Cart. Deleted shipping labels cannot be recovered.
Cio you want to continue?

Import Labels

1.
2.

Click the Label Import Wizard button on the bottom of the Shipping Cart tab.
On the Label Import Wizard popup, you are able to choose to import either XML or CSV formatted files. You can also choose to create

a new import or use an existing import format. Note: You can only store 25 imports at a time. Go to the Preferences hyperlink to delete
extra imports.
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Label Import Wizard
Select a Mew or Existing Import Data Source

@ SELECT HEW DATA SOURCE:

Impart From XML File

Impart From CSY File
Import From =ML File

O SELECT EXISTING DATA SOURCE:

Label Import Wizard

| TvPE | mamE | FILE PATH | LAST MPORT DATE
=] e 1 [r'Documents and Setting... |24 8/2009
=] sera 2 DrDocuments and Setting... | 2/52003
& csv P OrDocuments and Setting... | 21 9/2009
=] e a [r'Documents and Setting... |24 8/2009
CAMNCEL [ 3 BACK [ 3 MEXT

3. Once you have selected either a new or existing data source type, click the Next button

@_
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Label Import Wizard

Select Import File
Select Impon File
Pleaze specify the file path as well as 8 unigue name to assign to this data source. The name you assign to this data
source will allowe you to more quickly import dats from the same file path by bypassing this step of the wizard.
" DATA SOURCE NAME [1 |
*FILE PATH [D:ADocuments and Settingsthalley lundermantDesda
BROWSE ¥
Miews Sample XML File View Import XS0
cance b BACk b

4. On the Select Import File, select a Data Source Name and a File Path using the Browse button
a. If you selected an Existing Import, the Data Source Name and File Path will be pre-populated, but editable.
5. Click the Next button. Note: For XML files, clicking NEXT navigates you to the Summary page, step 10.
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Label Import Wizard

Select a mapping.
Select a mapping.
) CREATE NEW MAPFING:
MAFFING NAME |
(3) SELECT EXISTING MAFFING:
E g
CANCEL 3 BACK Ol nExT »

@_

6. (CSV Only) On the Select a mapping page, you may select to create a new or select an existing mapping for the import. If you select a

New Mapping, you must enter a mapping hame

a. If you selected an Existing Import, the Select a mapping page will default to show the previously used mapping for the import.

You can still choose to create a new one or select a different existing mapping.
7. Click the Next button
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Label Import Wizard

Mapping Page
User should selectthe column dropdown selection that matches the imported field. To aid users,
a column showing sample data is provided

SHIPPING LABEL FIELDS CSV COLUMN NAMES DEFAULT VALUE SAMPLE =

® FULL NAME ‘FUII name

| |.Jake Lunderman

* COMPANY | company

| |AF’S

* ADDRESS 1 ‘address1

| |4ng Woodstone

ADDRESS 2 | addess 2

! |#302

= oY ‘city

v!!

San Antonio

= STATE |state

v || getect state

)
|

Temaz

ZIP cobE =ik Coce

~ |

||73230

ZIF CODE + 4 ‘Zip Code+4

7|

URBANIZATION ‘ urbanization

3|

FHONE | phone

v |

| | 1-210-232-2266

CANCEL

NEXT SAMPLE

(CSV Only) On the Mapping Page, you can align the CSV file column names with the Shipping Assistant fields that match. Shipping

Assist will automatically match columns that have identical names to their respective Shipping Label Field. You may also enter a value

into the Default Value, which will fill any blank cell in that column with the default value. Fields with Asterisks (*) are required.

a. If you selected an Existing Mapping, the columns will be aligned as the Existing Mapping had them. The columns are still

editable.
Click the Next button.
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Label Import Wizand

Import Summary
“iew, Print, Fix Imported Labels

The Import Wizard has completed. Please examine the table belowy for the status of the labels that have been
imported. If you wish to move your successfully imported labels to the Shipping Cart click the 'Save to Cart' button.
If you wish to print your successfully imported labels please click the 'Print’ button.

SUCCEEDED: 2

FAILED: 1
SET FILTER: |Failed Labels b
ACTIDNl TO CITY STATE WEIFHT SERVICE
EIX
ERRORS
- Please enter a city.

SANE TO CART ¥ BALCK |~} PRINT »

©

10. The Import Summary page allows you to view a count of failed and successful labels, view All, Successful, and Failed labels, Fix/Modify

labels, view the errors in failed labels, Save the Imported Labels to the Shipping Cart or Print the imported labels.
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Label Import Wizard
Label Import Wizard

Import Summary
Import Summary Yiew, Print, Fix Imported Labels
Wiew, Print, Fix Imported Labels

The Import Wizard has completed. Please examine the table below for the status of the labels that have been
The Import Wizard has completed. Please examine the table below for the stalus of the labels that have been mparted. I you vwish to move yaur suscesstully mported labels 1o the Shipping Cart click the "Sawe ta Cart button
imported. If you wish to mowe your successiully imported labels tothe Shipping Cart click the 'Save to Cart button. If you wish 10 print your successtuly impartad Iabels please click the Print button

f you wish to print your successfully imported lahels plesse click the Print’ button

SUCCEEDED: 3
SUCCEEDED: 2 FAILED: 1
FAILED: 1
SET FILTER: |Fa\|edLahaIs ﬂ)

SETFILTER: |Failed Labels L3

AETION | TO CITY STATE WIEIGHT SERVICE AcTion| 10 i SURTE AWE LG} SHERALE
i L

ERRORS ERRORS

[Flease enter a oity Pleass anter s city.

SAVE TO CART b BACK U PRINT » SAVE TO CART b BACK Ul PRINT »

a. There is a count of the successful and failed label imports. You can also change the Filter to view All Labels, Successful Labels,
and Failed Labels.

ERRORS

- Please enter a city.

b. When a Failed label is highlighted, the system will list the errors for the label
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Label Import Fix

COMPANY | |
s apoRESS1[@MDstesn |
ADDRESS 2 [Ste 101 |
oIy
= STATE | District of Celumbia v
ZIP CODE W‘ &
wreamzaTion |
eHone| ]
eman
CUSTOMER ,—|
13—

SAYE TO ADDRESS BOOK v

DETAILS: Package Information

TWEIBHT | 1|LBs 1oz
* SHIF DATE |2/20/2000 |
suPFROM[—

zIP copE L

IF DIFFERENT FROM SENDER ZIP CODE

= SIZE ! Large (see dimensions hyperink) %

= SERVICE | Priarity v|
= CONTAINER |,

| Honrastangular ﬂ

DIMENSIONS Instructions or howto measure dimsnsians
Length | Width i
Height| | mirh | 1

Hon-machinable?

0ORr COMPARE SERYICE TYPES [ 3
OPTIONS: Package Options

* CONFIRMATION i
e ion | Delivery Confimation v

[[] SEND EMAIL TO RECIPIENT
[[] REQUEST ADDRESS SERVICE
[[] SEPARATE RECEIPT

HO HOLIDAY DELIVERY

MO WEEKEND DELIVERY

WAIVE SIGHATURE

@_

c. To Modify a successful label or Fix a failed label, click the Modify or Fix button. This will open a popup with the fields listed.

Edit the incorrect fields. Fields that must be corrected are marked with red text. Note: The system will not allow you to fix or
modify a label if a field is left incorrect.
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Label Import Wizard Label Import Wizard

Import Summary Import Summary
Wiewr, Print, Fix Imported Labels View, Print, Fix Imported Labels

The Import Wizard has completed. Please examine the table belove for the status of the labels that have been
imported. It you wish to move your successfully imported labels to the Shipping Cart click the 'Save to Cart' button
If wou wish to print your successtuly imported labels please click the 'Print' button.

The Import Wizard has completed. Pleaze examine the table below for the status of the labels that have been
impaorted. 1f you wish to move your successtully imported labels to the Shipping Cart click the 'Save to Cart' button.
If you wish to print your successtully imported labels please click the 'Print' button.

SUCCEEDED: 3 SUCCEEDED: 3

FAILED: 1 FAILED: 1
SET FILTER: Failed Labels Ev3 SET FILTER: Failed Labels w
ACTIDN' TO CITY STATE WEIGHT SERWICE ACTIDN‘ TO CITY STATE MEIGHT SERWICE
Fix L
ERRORS ERRORS
- Flease enter a city. _ Please enter a city

SAYE TO CART b EALK O PRINT » SAYE TO CART b BATK " @

d. The Summary page also gives the option to Save the labels to the Shipping Cart or Print the labels immediately. Failed labels
will not be printed or moved to the Shipping Cart. Note: If Shipping Assistant is offline, the Print option will not be available.

[ T—
(%)

iu’\.fARNING: You hawve 1 lables that will not he printed or saved.
Ifyou continue, these will not he imported.

0K k
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Chapter 9

Review My Shipments

@_
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Chapter 9. Review My Shipments

In this introduction to review my shipments, you’ll learn how to do the following:

ONLINE connection status:

Recreate previously printed Label or Form

Create EMR Label (applies to domestic labels only)

Reprint a PS Form 3152

Delete printed labels

Check Status of Packages

Filter Labels In My Shipments table based on general tracking status
Search My Shipments

Bulk Print Postage for labels via integrated postage device

OFFLINE connections status:

Recreate previously printed Label or Form

Create EMR Label (applies to domestic labels only & must be online to email or print)
Delete printed labels

Display only Labels In My Shipments table based on general tracking status

Search My Shipments

Bulk Print Postage for labels via integrated postage device

Getting Started
The Review My Shipments page shows you all labels and forms that have been printed within the Shipping Assistant application over at most

past 120 days. It allows you to recreate previously printed labels/forms (with a new label/receipt number), create Electronic Merchandise Return

Labels, and track the status of shipments. In addition, you can schedule free Carrier Pickup requests for package(s) that were printed via

Shipping Assistant.
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Search
1 Click on Review My Shipments.

2 Enter search criteria in the Search for textbox.

SHIPMENTS: My Shipments %
Search for || | n | AN Calumns | GO b
Show | All Shipments v |

3 Select a specific column from the All Columns dropdown to search within (optional).
Select a specific group, based on tracking status, which you wish to conduct your Search on in the Show dropdown.
Click Go. Note: To clear the search, conduct the following steps:
a. Clear out the search criteria
b. Select All Columns in the Search For > In dropdown
c. Select All Shipments in the Show dropdown
d. Click Go.

TIP

- To see all entries after completing a search or show, clear the Search for box, select All Columns in the dropdown next to the search field, select All
Shipments from Show, and click Go in order to reset the Review My Shipments to display all records

Check Status of Packages
1 Click Review My Shipments main tab.
2 Check one or more labels for a status check.

3 Click Check Status or right click to view context menu and click Check Status.
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TIP
- To check the status of ALL records, do not check any records and simply click Check Status. A pop-up window will display asking you if you would like to

check the status of ALL records. Click OK.

4 The My Shipments table will be updated with the most recent shipment data for the selected record(s).
5 To view more details, click on the Tracking Number hyperlink. A pop-up window will display for that tracking number displaying more

details regarding the tracking status of the package.

Package Status Details

Fadiages Details

Label/Receipt Mumber: 420201202101805213883125829141
Status: ELECTRONIC SHIFFING INFO RECEIVED

The U.5. Postal Service was electronically notified by the shipper or shipping
partner on September 21, 2006 to expect your padkage for mailing. This
does not indicate receipt by the USPS or the actual mailing date. Delivery
status information will be provided if / when available. Information, if
available, is updated every evening. Please chedk again Islter.l

Display Labels for a Specific Status

1 Click on Review My Shipments.
2 Select a status from the Show dropdown in order to display labels based on a specific status the My Shipments table. Note: Verify that

Search is clear if you wish to view all labels in a particular status. Statuses include the following below:
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SHIPMENTS: My Shipments %

Search for || I [All Columns | GO b

Show |All Shipments | <

LABEL PRINTED: This represents a label that has been printed but whose package label information has not been transferred to USPS.
Once the tracking number has been acknowledged by the USPS mailing system, you will notice that the status column for a particular
record will change to ELECTRONIC SHIPPING INFO RECEIVED. Although the detailed status has changed, the label will still display
when filtering the My Shipments table by LABEL PRINTED, as the package has still not been transferred to USPS.

IN TRANSIT: This represents all Product Tracking System (PTS) scan event status’ that imply that a label is en route and has not yet

reached its final destination. For more details regarding where specifically a package is within the system, refer to the view track details

instructions.

DELIVERED: This represents all PTS scan event status’ that imply that a label has been delivered to its final destination. For more

details regarding the delivery, refer to the view track details instructions.

UNDELIVERABLE: This represents all PTS scan event status’ that imply that a label was not able to reach its final destination. For more

details regarding what caused the package to be undeliverable, refer to the view track details instructions.

Recreate Label
Assumption: A label has already been printed via the Create Shipping Label view or via Shipping Cart. For further instructions on how to add a

label to the cart, refer to Create Shipping Label section.
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CREATE MNEW CARRIER: PICK1LRP F
RECEEATE LABE DR FORM F ——
CREATE EME LABEL F
PRINT POSTAGE

-

1 Click on Review My Shipments.
Check one label.
Click on Recreate Label or Form or right click to view context menu and click Recreate Label or Form. All information that was

detailed in the printed label is transferred into the respective label page. Note: New PIC and new rate will be attained for this label.

Re-Create PS Form 3152
IMPORTANT: PS Form 3152 is required for all Open and Distribute labels.
1. Click on Review My Shipments.
2. Click on an Open and Distribute label
3. Right click the label.
4. Click Reprint PS Form 3152.
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Create Electronic Merchandise Return (EMR) Label

IMPORTANT: It is required to have a mailing permit to use the merchandise return postage payment method service. Contact your local Post
Office for more information. Assumption: A domestic label has already been created and you have a Permit number with USPS. For further

instructions on how to add a domestic label to the cart, refer to Create Shipping Label section.

CREATE MEW CARRIER PICKIR &
RECREATE LABEL OR FORM 3
CREATE EMR LABEL D —
PRINT POSTAGE b

1 Click on Review My Shipments.
Check a Domestic Label that has already been previously printed.
Click on Create EMR Label or right click to view context menu and click Create EMR Label. All information that was detailed in the

domestic label is transferred into an EMR form for printing/emailing. The original label will NOT be removed from the My Shipments table.

Delete printed labels
1 Click Review My Shipments main tab.
2 Check one or more labels.
3 Click Delete or right click to view context menu and click Delete package record(s). The record(s) will be permanently removed from
the My Shipments table.
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3

Pue you sure you want to delete the recordis)?

4 Click OK.

@.

TIP

- A record that is part of a Carrier Pickup cannot be deleted.

- Automatic cleanup of my shipments and carrier pickup is available via preferences.

©Copyright 2009. The United States Postal Service©. All Rights Reserved. Terms of Use.

134




SHIPPING ASSISTANT USER GUIDE — CHAPTER 10. CARRIER PICKUP

Chapter 10

Carrier Pickup
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Chapter 10. Carrier Pickup

In this introduction to carrier pickup, you’ll learn how to do the following:
ONLINE connection status:

e Schedule a New Carrier Pickup

e Modify Pickup

e Cancel a Carrier Pickup

e Cancel and Reschedule a Carrier Pickup

Getting Started
The purpose of the schedule carrier pickup feature is to allow you to schedule a pickup of packages from a designated location rather than

dropping the packages off at the Post Office™

Schedule Carrier Pickup

1 Click Review My Shipments main tab.

2 Check one or more labels for next day Carrier Pickup. IMPORTANT: At LEAST ONE Domestic Express Mail, Express Mail Flat Rate
Envelope, Priority Mail, Priority Mail Flat Rate Box or Priority Mail Flat Rate Envelope is required to schedule a Carrier Pickup. To
add your international labels, First Class parcel and Package Services labels to an open Carrier Pickup request, check the labels and
click Add to Carrier Pickup. Note: Labels can only be add/removed from a carrier pickup upon scheduling or rescheduling. Scheduling

or Rescheduling a Carrier Pickup does not guarantee a specified pickup.

TIP
Customs 2976/CN22 form or Customs 2976-A/CP72 forms cannot be part of a Carrier Pickup.
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3 Click Create New Carrier Pickup. Note: For additional information on free next day Carrier Pickup view USPS.com Carrier Pickup

(http://www.usps.com/shipping/carrierpickup/welcome.htm) link for more details per free, next day Carrier Pickup service.

CARRIER PICKUP: Scheduled Carrier Pickups %
PACKAGES IN CARRIER PICKUP
STATUS TRACKING NUMBER FRINTED DATE SHI
< >
REMOVE FROM CARRIER PICKUP &
CARRIER PICKUP DETAILS
GET FROM ADDRESS BOOK 3
“FULL NAME | -apoRess 1
COMPANY |  Aporessz2
Gy | *STATE |Seled Stste v
“ZIP CODE | +4 | ureANZATION |
-PHONE [{ ) - |
* GARRIER PICKUP oo | coation B
LOCATIONL"= |
SPECIAL [
INSTRUCTIONS
CANCEL CARRIER PICKUP. 0 SCHEDULE CARRIER PICKUP 3

- To add labels to a Carrier Pickup, check the label from the My Shipments table and click Add to Carrier Pickup. Note: Labels can only be added

to/removed from a carrier pickup upon scheduling or rescheduling. Scheduling or Rescheduling a Carrier Pickup can only be scheduled for the next regular
mail delivery day.

- To remove labels from a Carrier Pickup, select the label from the Packages in Carrier Pickup table and click Remove from Carrier Pickup.

- Tracking Details is not available while in carrier pickup mode.

4 Enter the Carrier Pickup Address information in the Carrier Pickup Details or click Get from Address Book.
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5 Enter the Carrier Pickup location information in the Carrier Pickup Details. The pickup location of the packages is associated with yﬁ
next day Carrier Pickup request. You may want to give further description to your carrier in the Special Instructions section text box if
Other is selected.

6 Click Schedule Carrier Pickup. Once scheduled, all packages will appear in the My Shipments table with a confirmation number.
IMPORTANT: Please note that the pickup date cannot be specified upon scheduling and cannot be modified without
rescheduling the carrier pickup. Pickup dates are determined by the Next Scheduled Delivery Date available. Both the pickup date
and confirmation number are displayed after successfully scheduling a carrier pickup.

PICKUP CONFIRMATION NUMBER PICKUP DAY: PICKUF BATE

o

< )

Totsl Count: 1 SHOW CARRIER PICKUP DETALLS &
CANCEL CARRIER PICKUP.

7 A Carrier Pickup confirmation number for packages in your pickup will be available from the Review My Shipments table. Note: To hide

the Carrier Pickup panel, click on hide carrier pickups

©Copyright 2009. The United States Postal Service©. All Rights Reserved. Terms of Use. 138



SHIPPING ASSISTANT USER GUIDE — CHAPTER 10. CARRIER PICKUP

Edit Carrier Pickup
1 Click Review My Shipments main tab.
2 Click Show Scheduled Pickups.
3 Check a scheduled carrier pickup.
4

Click Show Carrier Pickup Details or right-click and click Show Carrier Pickup Details.
.

FICKUF CONFIRMATION NUMBER FICKUF DAY FICKUF DATE #0OF PAQ

PACKAGES IN CARRIER PICKUP

STATUS TRACKING NUMBER FRINTED DATE SHI

£ >

REMOVE FROM CARRIER PICKUP b
CARRIER PICKUP DETAILS

GET FOM ADDRESS BOOK )
“ FULL NAME - ADDRESS 1
COMPANY ] ADDRESS 2
~Ciy i “STATE
-ZIP CODE [ |4 [ | urBANIZATION |
-PHONE |
- GARRIER PICKUP [ Syay -
LOCATION |
SPECIAL [ Ty5 15 JUST A TEST |
INSTRUCTIONS
CANCEL CARRIER PICKUP » MODIFY PICKUP »

5 Edit the CARRIER PICKUP LOCATION and/or SPECIAL INSTRUCTIONS information. Only the pickup location and special instructions

can be changed. If you wish to add/remove packages or modify pickup address, refer to Cancel and Reschedule Carrier Pickup
instructions.

6 Click Modify Pickup. IMPORTANT: A carrier pickup can only be modified/cancelled prior to 2AM CST of the day of pickup.
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Cancel Carrier Pickup
1 Click Review My Shipments main tab.
2 Click Show Scheduled Pickups.
3 Check the Carrier Pickup that is to be canceled.
4
5

Click Cancel Carrier Pickup or right click and select Cancel Carrier Pickup.
Click Cancel from the popup box.

Cancel Or Reschedule k

IJ';EI‘

Choozing to Cancel will permansntly remowve the Carrisr Pickup.

Choosing to bancel and Reschedule wil allow vou te add
packages to vour Carrier Pickup and alter Carrier Pickup location.

CAMCEL [
CANCEL AND RESCHEDULE [ 4
MNEITHER [

6 The canceled Carrier Pickup will be removed from the Scheduled Carrier Pickups table. IMPORTANT: A carrier pickup can only be
cancelled or location pickup can be modified prior to 2AM CST of the day of pickup.

TIP

- To cancel multiple carrier pickups, select the carrier pickup records and click the Cancel Carrier Pickup(s) button at the bottom of the carrier pickup
screen.
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Cancel and Reschedule Carrier Pickup
Click Review My Shipments main tab.
Click Show Scheduled Pickups.

Check the Carrier Pickup that is to be rescheduled.
Click Cancel Carrier Pickup.

a A WON =

Click the Cancel and Reschedule from the popup box. IMPORTANT: Clicking Cancel and Reschedule does in fact first Cancel the
Carrier Pickup and setups a new Carrier Pickup package to be re-scheduled. Please note that upon —rescheduling a Carrier Pickup, a
NEW confirmation will be created.

Cancel Or Reschedule k

Choozing to Cancel will permansntly remowve the Carrisr Pickup.

Choosing to bancel and Reschedule wil allow vou te add
packages to vour Carrier Pickup and alter Carrier Pickup location.

CAMCEL [
CANCEL AND RESCHEDULE F

MNEITHER [

Add/Remove Packages as desired (optional).

Modify the Pickup Address and/or Pickup Location (optional). Note: Pickup address and location will default to what is indicated in
preferences and note what was previously populated.

Click Schedule Carrier Pickup.

The rescheduled Carrier Pickup date will appear in the Carrier Pickups table. IMPORTANT: Pickup date cannot be specified upon
modifying a carrier pickup. The pickup date is determined based on the Next Scheduled Delivery Date available and will be displayed
after successfully scheduling the carrier pickup.
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Chapter 11. Shipping Tools

In this introduction to shipping tools, you’ll learn how to do the following:
ONLINE connection status:
e View Domestic Rates/Service Commitments, and APO/FPO restrictions
e Capture Weight and Print Postage for a returned domestic rate
e View International Rates/Service Commitments, international mailing conditions, maximum weight/dimensions allowed to a
specific country, etc...
e Capture Weight and Print Postage for a returned international rate
e Track/Confirm packages printed both inside and outside Shipping Assistant
e Conduct a Address lookup, ZIP Code lookup, and/or City/State lookup

Getting Started
With the Address Lookup feature you can verify an address, look up a ZIP Code for any given city/state, or look up a city/state using any given

ZIP Code. You can check the delivery status of a mailing by entering a label or receipt number using the track packages feature. The Service
Rates Calculator allows the user to compare service options, delivery times, and rates for Domestic or International packages. All information
entered in Shipping Tools will only be maintained within a single session.

Compare Domestic Rates & Service Commitments
1 Click Use Shipping Tools main tab. Verify that Destination is United States (Domestic Mail)

2 Enter all required fields. Click Capture, if available, to populate the weight from the integrated postage device

TIP

- Enter optional confirmation service and/or value of contents to obtain fees associated with confirmation service and insurance respectively

3 Click Calculate Rates.
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Example: With Meter Device

COMPARE: Postage Rates and Delivery Times

- SERVICE !C:Tcs’:‘

= COMTAINER
DIMEMS|ONS  |Instructions on how to messure dimensions

Length | | Width | |

J [
Height | Girth | |
il Mon-machinsble?
* WEIGHT | ‘EiLBS.l |oz. |CAPTURE »

CONFIRMATION SERVICE

[] Nsurance VALUE |—|

- FROM ZIF CODE ;{3“—_\ “ TO ZIF CODE |
Zone: 1, Intre-BMC ERETEAIE R K ERIN RO T k
SERVICE | ESTIMATED DELIVERY TIME |[ToTAl ~
Express Mail Flat-Rate Envelope - Overnight to most areas :516.25
Prigrity Mail 2 Days 'EE.DE
Priority Mail Flat-Rate Envelope 2 Days 5450
Prierity Mail Flat Rate Box . 2 Days $8.95 j
Parcel Post 2 Days .
Bound Printed Matter 2 Days 3
Iedia Mail 2 Days 2281
< | 5

APOJ/FPO restrictions

The following information is returned as you scroll over:

SERVICE: This column displays the service names that are associated with the domestic rates.

ESTIMATED DELIVERY TIMES: This column details the estimated delivery times for services based on the Ship Date, Weight, and
origin and destination ZIP Codes. In order to view Express Mail Service Commitments, click on the Overnight to most areas link.
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TOTAL DUE: This column details the total due (i.e. LABEL TOTAL) including all postage, fees, and insurance associated with a particular

service.
POSTAGE: This column details the postage associated with a particular service.
INSURANCE: This column details the insurance fee associated with a particular service based on the Value of Contents.

CONFIRMATION SERVICE: This column details the confirmation service fees for an online label. Confirmation service is required when

creating a domestic label via Shipping Assistant, except for Express Mail. Delivery confirmation is FREE when using Priority Mail.

4 Click APO/FPO restrictions to see mailing conditions regarding military addresses (if applicable button will be enabled). On the labels,
you MUST agree to APO/FPO restrictions prior to printing or saving this label to the cart if the Recipient address is a military address.
5 If integrated with a postage device, highlight a service row and click Print Postage to print a meter strip to an integrated postage device.

See Chapter 13 for more details.

Compare International Rates & Service Commitments
1 Click Use Shipping Tools main tab.
2 Select a Destination country.

3 At the least, enter all required fields. Click Capture, if available, to populate the weight on the integrated postage device

TIP
- In order to view the max weight for a specific country, enter ‘1 LBS’ in the weight field and click calculate rate. Then, scroll over to view max weight for
the specific country selected.

4 Click Calculate Rates.
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Example: With Meter Device

COMPARE: Postage Rates and Delivery Times

- DESTINATION [B

* MAIL TYPE IFscxs,= |
* WEIGHT | 2|LBs. | |oz. [CABTURE ®
[ msurance VALUE !_I%_|
CALCULATE RATES [ 3 PRINT POSTAGE

SERVICE ESTIMATED DELIVERY TIME | TOT,
Global Exprezs Guaranteed Non-Document ... |1 -3 Days .S'
Global Exprezs Guaranteed Non-Document ... .1 -3 Days 24
Express Mail International Standard/Own Pa... |3 - 5 Days 5
Express Mail International Flat Rate Envelope |2 - 5 Days s
Priority Mail Internaticnal Standard/Own Pac... |5 - 10 Days L3
Priority Mail Internaticnal Flat Rate Envelope § - 10 Days £5.00
Priority Mail Internaticnal Flat Rate Box §- 10 Days $23.0
First Clas= Mail International Varies 511.8
£

The following information is returned as you scroll over:

SERVICE: This column displays the service names associated with international rates.

@

ESTIMATED DELIVERY TIMES: This column details the estimated delivery times for services based on the Ship Date, Weight, and

destination country.

TOTAL DUE: This column details the total due (i.e. LABEL TOTAL) including all postage and insurance associated with a particular

service and the information provided.
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POSTAGE: This column details the postage associated with a particular service and the information provided.
INSURANCE FEE: This column details the insurance fee associated with a particular service and the information provided.
INSURANCE COMMENT: This column details the insurance details associated with a particular service and the information provided.
MAX WEIGHT: This column details maximum package weight allowed to the specified destination country.
DIMENSIONS: This column details maximum package dimensions allowed to specified destination country.
ORDINARY INDEMNITY: This column details the ordinary indemnity associated with a Priority Mail International label. Essentially, it is
insurance that is built-into the price of the service. When the ordinary indemnity value meets or exceeds the value of your package, then
it is not necessary to pay an extra charge to insure your package.

5 Select mailing conditions to view the required customs forms, restrictions and prohibitions for each country. On the labels, you MUST

agree to mailing conditions prior to printing or saving this label to the cart. IMPORTANT: Click Calculate to be able to access mailing
conditions. ONLINE connectivity is required.

6 If integrated with a postage device, highlight a service row and click Print Postage to print a meter strip to an integrated postage device.

See Chapter 13 for more details.
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Track Packages

Track Packages
1 Click Use Shipping Tools main tab.
2 Enter the Label No. or Receipt No field. Note: There should be no spaces or dashes
3 Click Check Status. The last USPS delivery scan event will display. For detailed information about the last scan event, and all scans
related to your barcode(s), click on the tracking number hyperlink.

TRACK: Track Packages

Lebeal No. or Receipt Mo.
[ | [CHECKSTATUS » |

| TRACKING NUMBER | sTATUS |

L]

delete REFRESH ¥

TIP

- There is no limit to the number of tracking numbers that can be added to the track/confirm table; but all tracking numbers will be removed upon exiting the
application. Invalid tracking numbers will not be allowed to be added to the track/confirm table.

4 In order to obtain the newest delivery scan event information for tracking numbers that already exist in the table, click Refresh.
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Delete Tracking Numbers
1 Click Use Shipping Tools main tab.
2 Check the records to be deleted.
3 Click Delete.

Address Look Up

- ADDRESS: Verify U.S. Address, Look Up ZIP Code, Look Up City and State

ADDRESS 1 |
ADDRESS 2 | | %
cITY |

STATE | Select State M|

ZIP CODE | | =4 | i

URBANIZATION |

Verify/Standardize Address
1 Click Use Shipping Tools main tab.
2 Enter Address Information (as much as known).
3 Click Submit. A validated address will be returned and displayed in all CAPS.

Lookup a City and State
1 Click Use Shipping Tools main tab.
2 Enter a ZIP Code in Address Information.

3 Click Submit. A valid city/state will populate based on the ZIP Code entered.

Lookup a ZIP Code
1 Click Use Shipping Tools main tab.
2 Enter Address 1.

@
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Enter a City.

Enter a State
Click Submit. A valid ZIP Code will populate based on the Address Lookup. Note: If an Address 2 has not been is needed filled in but the

system will throw a message indicating that additional information is required for a valid address, but will proceed to populate the correct
ZIP Code. Address 1 must be provided to lookup a ZIP Code, as multiple ZIP codes can exist for a specific city and state combination.
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Preferences
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Chapter 12. Preferences

In this introduction to preferences, you’ll learn how to do the following:
ONLINE & OFFLINE connection status:
e  Save your preferences
e Create multiple profiles of preferences
e Restore default preferences
Getting Started
The Preferences section allows you to set the most often re-used fields when creating Domestic Label, International Label, Customs 2976/CN22
Form, Customs 2976-A/CP72 Form, Electronic Merchandise Return Label, or Open and Distribute Label. Your preferences will automatically
populate the selected fields every time you launch Shipping Assistant. In addition, default view of Shipping Assistant upon launching, default
values for when creating a Carrier Pickup, and much more can also be set in preferences. A profile of preferences can be created one at a time
for each sender address specified in the labels at any given time.
Save Your Preferences
1 Click Preferences link.
2 Click General (default).
e The address currently selected as the default Sender address displays on the summary tab. This indicates the profile preferences

that can currently be saved.

TIP Multiple Profiles for Preferences

- To create a new profile of preferences for a different address, first edit sender address and then return to these instructions.
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Preferences

Defaultz that are chozen or defined will pre-populate the coresponding fields within the Shipping Assistant.  Fields with default values defined will be editable

i the Shipping Label view.

- General

Camer Pickup

FROM: SENDER INFORMATION

NEIL CHRISTIANSON
Cuztarnz Form 2976 490 12TH ST NE

WASHINGTON, DC 20002-63282
Customns Form 29764,

Domestic Label

GENERAL PREFERENCES
OFEHN SHIPPING ASSISTANT WITH:

EMF Label

PRINT WIZARD OPTIONS

Alloun preferencesbelow to be specified during each print job:
|:| Print all zelected &5 labelstwo-perpage in addition to all remaining labeks

|:| Frint preview labels priar to printing

OTHER ADVANCED OPTIONS
I:‘ Minimize to Tray on Close

: e 1l
|nternational Label | Domestic Shipping Label bt F

FURGE SHIFMENT RECORDS FROM HISTORY AFTER:

Open and Distribute
!120 Days v|

Postage Devices

CONNECTION SETTINGS

Froxy Server: | http/#556.28.105.23 |

Serwver Port: |g0a0 |

MODIFY F

SAYE

Select a page from the open shipping assistant with dropdown to display upon launching the application.

2

Enter Connection Preferences. For more details on how set connection settings, refer to Modify Connection Settings section.

Select General Preferences.

e PURGE FROM HISTORY AFTER: 60, 90, or 120 represent the number of days you wish to keep old printed labels in My Shipments. If 120 days is

selected, labels that were printed more than 120 days ago and Carrier Pickups whose pickup dates were more than 120 days ago will automatically

be permanently deleted upon launching the Shipping Assistant application. Once these labels/carrier pickup records are deleted, they cannot be

retrieved. IMPORTANT: Information deleted or purged from Review My Shipments cannot be retrieved. As of May 12, 2008, users have the option
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of keeping their information indefinitely. If you wish to save your historical information outside of Shipping Assistant, copy the information displayed

in the Review My Shipments table and paste into a Microsoft Excel.

e PRINT WIZARD OPTIONS: These checkboxes allow you to indicated enhanced print preferences when printing labels from the Shipping Cart.

These items include, ability to print select labels 2 per page (4x6), ability to print preview print job prior to sending to printer, and print postage
e OTHER ADVANCED OPTIONS: This checkbox allows you to change the preference to use the X button to completely exit the Shipping Assistant

application.

6 Click Carrier Pickup.
7 Enter Carrier Pickup Preferences.

Preferences

Defaultz that are chozen or defined will pre-populate the coresponding fields within the Shipping Assistant.  Fields with default values defined will be editable

in the Shipping Label view.

General

Customs Form 2976
Customs Form 297624
Dromestic Label
EMR Label
Intemational Label
Open and Distribute

Postage Devices

CARRIER PICKUP PREFERENCES

FULL NAME | | ADDRESS 1 | | CARRIER PICKUP LOCATION
COMPANY | | ADDRESS 2 | |Se|ec{Location .
SPECIAL INSTRUCTIONS
oy | | STATE |[selest state |
ZIF CODE | |+4| | URBANIZATION | |
|

PHONE |

SAYE
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8 Click Customs Form 2976
9 Enter Default Customs Form 2976 Package Details.

10 Select Default Customs Form 2876 Destination Options.

11 Enter Default Customs Form 2976 Content Details.

Preferences

Defaults that are chosen or defined will pre-populate the comesponding fields within the Shipping Aszsistant.  Fields with default walues defined will be editable

in the Shipping Label view.

Geteral

Carrier Pickup
Cugtoms Farmn 29764
Domestic Label

ErF Label
International Label
Open and Distribute

Fostage Devices

DEFAULT CUSTOMS FORM 2976 PACKAGE DETAILS

WEIGHT | Les. | |oz.
CDNTENTSlSeIect Contents v|
COUNTRY OF DRIGINlSeIeo‘t Country v|
HE TARIFF # | |

DEFAULT CUSTOMS FORM 2976 DESTINATION OPTIONS

D AFQVFFO ADDRESS

DEFAULT CUSTOMS FORM 2976 CONTENT DETAILS

DESCRIFTION |

QUANTITY |

ITEM VALUES |

ITEM WEIGHT |

|Les. |

SAVE
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12 Click Customs Form 2976A.

13 Enter Default Customs Form 2976A Package Details.
14 Select Default Customs Form 2976A Content Details.

15 Select Default Customs Form 2976A Destination Options.

Defaultz that are chozen or defined will pre-populate the coresponding fields within the Shipping Assistant.  Fields with default values defined will be editable

in the Shipping Label view.

General
Carrier Fickup
Customs Form 2976
- Form
Domestic Label
EMF Label
International Label
Open and Distribute

Postage Devices

DEFAULT CUSTOMS FORM 2976A PACKAGE DETAILS

WEIGHT | |Lps. | |oz.
CONTENTS |Se|ec‘t Cantents v|
EXPLANATION | |

DELIVERY TYPE @) AIRMAILIPRIORITY
() SURFACE/MNONPRIORITY

SEHDER'S CUSTOMS
REFERENCE #

LICENSE # |

CERTIFICATE # |

INVOICE # |

IN CASE OF NO DELIvERY () RETURN TO SENDER
(3) ABANDON

() REDIRECT

edit redirect address

DEFAULT CUSTOMS FORM 2976A CONTENT DETAILS

DESCRIPTION | |
QUANTITY | |

ITEM VALUE § | |

ITEM WEIGHT | |Les. | |o=.
COUNTRY OF ORIGIN | Select Country v

HS TARIFF # |

DEFAULT CUSTOMS FORM 2976A DESTINATION OPTIONS

I:‘ APDIFFO ADDRESS
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16 Click Domestic Label.
17 Enter Default Domestic Package Details.

18 Enter Default Domestic Package Options.

Preferences

Diefaults that are chosen or defined will pre-populate the comresponding fislds within the Shipping Assistant.  Fields with default valuesz defined will be editable

in the Shipping Label view.

=l preferences

General

Carrier Pickup

Custanns Form 2976

Customns Form 29764,
[mep—

EMRA Label

International Label

Open and Distribute

Postage Devices

DEFAULT DOMESTIC PACKAGE DETAILS DEFAULT DOMESTIC PACKAGE OPTIONS
COMFIRMATION SERVICE |Deli\ren.r Caonfirmation L
WEIGHT | [LBs. | |oz.
SHIF DATE |Toda\; v| [[] SEND EMAIL TO RECIPIENT
SHIF FROM I:l REQUEST ADDRESS SERVICE
ZIP CODE I:' [[] sEPARATE RECEIPT
SIZE | Standard (zee dimensians hyperlink % | HO HOLIDAY DELIVERY
SERVICE |5e|ect Semice v| MO WEEKEND DELIVERY

MAE SIENATURE
CONTAINER  Sclect Container

DIMENSIONS  Instructions on how to meazure dimensions

I:‘ NON-MACHINABLE
I:‘ FRINT iWITH FOSTAGE

$AYE
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19 Click EMR Label.

20 Enter Default Retailer Information.

21 Enter Default EMR Label PDU Information.
22 Enter Default EMR Label Package Details.
23 Enter Default EMR Label Service Options.

Defaultz that are chosen or defined will pre-populate the comesponding fields within the Shipping Assistant.  Fields with default values defined will be editable

it the Shipping Label view.

General

Carrier Fickup
Cuztamns Form 2976
Cuztamns Form 29764

Domestic Label

[EMALael ]

Intermational Label
Open and Distribute

Pastage Devices

DEFAULT RETAILER INFORMATION

RETAILER NAME |

ADDRESS |

FERMIT# |

ISSUING CITY |

ISSUING STATE |Se|ec‘t State

ZIP CODE |

DEFAULT EMR LABEL PDU INFORMATION

ADDRESS |

iy |

STATE |Se|ect State

ZIP CODE | | +a ]

DEFAULT EMR LABEL PACKAGE DETAILS

WEIGHT | |Les. | |oz.

SERVICE |Se|ec:t Senioce V|

DEFAULT EMR LABEL SERVICE OPTIONS
D DELIVERY COMFIRMATION

INSURANCE $ | |

FACKAGE 1D | |

D USE RMA# IN BARCODE

LABEL FORMAT @ #10 WIND OV ENVELOFE (LEFT)
O #10 WIND OV ENVELOFE (RIGHT)
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24 Click International Label.
25 Enter Default International Package Details.
26 Enter Default International Content Details.

27 Enter Default International Package Options.

Preferences

Defaults that are chosen or defined will pre-populate the coresponding fields within the Shipping Assistant.
iti the Shipping Label view.

Fields with default values defined will be editable

[ resetall|

General
eene DEFAULT INTERHATIOHNAL PACKAGE DETAILS
Carrier Pickup
WEIGHT | |Les. | |oz.
Cusztams Form 2376 S |_|_°day v |
Cuztoms Form 29764 SHIP FROM ZIP CODE I:l
SERVICE | Select Semice v|

Domestic Label

CONTAINER | Salect Container

EMR Label
ane D Mon-machinable?

m DEFAULT INTERHATIONAL CONTENT DETAILS

Open and Distribute DESCRIPTION | |

s QUANTITY
Postage Devices | |

ITEM VALUE |

ITEM WEIGHT | LBz, | |oz.

COUNTRY OF ORIGIN |Se|ect Country v|

HS TARIFF # | |

D FRINT WITH POSTAGE

DEFAULT INTERNATIONAL PACKAGE OPTIONS

CONTENTS | Select Contents

EXPLANATION |

COMMENTS

SENDER'S CUSTOMS
REF #

IMPORTER'S CUSTOMS |

REF #

LICENSE # |

CERTIFICATE # |

INVOICE # |

IN CASE OF NO DELIVERY (O) RETURN T SENDER
(3) ABANDON

() REDIRECT

edit redirect sddre=s

SEFARATE RECEIFT
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28 Click Open and Distribute Label.
29 Enter Default O&D Package Details.
30 Enter Default O&D Package Options.

Preferences

it thie Shipping Label view,

Defaults that are chozen or defined will pre-populate the cormesponding fields within the Shipping Assistant,

Fields with default values defined will be editable

General

Carrier Pickup
Cugtoms Form 2976
Customs Form 23764,
Domestic Label

EMR Label
International Label

Open and Diztibute

Postage Devices

OPEN AND DISTRIBUTE PACKAGE DETAILS

CONTAINER

WEIGHT |Les. | oz,
SHIP DATE |Today vl
SHIF FROM I:l
ZIF CODE
DFEN AND DIETRIBDTE |Priorih,r b ail v|
MAIL CLASS ENCLOSEDR |5e|ec:t hdail Class Enclozed V|

EXPLANATION |

OPEN AND DISTRIBUTE PACKAGE OPTIONS

PERMIT # | |

FERMIT ISSUIMNG ZIF |
CODE

l:‘ SEPARATE RECEIPT
I:‘ PRINT WiITH POSTAGE

SAYE

2
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32 Click on Instructions on Setting up your External Device. Read through steps to ensure that your external device is setup correctly

31 Click Postage Devices

33 Check Use Connected External Devices

34 Select a meter device and/or check use integrated scale

Preferences

Defaults that are chogen or defined will pre-populate the comesponding fields within the Shipping Assistant.  Fields with default values defined will be editable
in the Shipping Label view.

General Instructions on Setting up vour External Device
Cartier Pickup USE CONNECTED EXTERNAL DEVICES
Cugtoms Form 2376
SELECT METER DEVICE: Flease select a meter b4
Customs Form 29764

Domestic Label
EMFA Label
International Label

Open and Diztribute

E USE INTEGRATEDR SCALE

ZERDSCAIE

SAVE [ 3

35 Click Save.

36 View message that indicates that all preferences will take affect upon creating the next shipping label. Click OK.
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TIP (‘5}

- In order to have preferences take affect immediately, either click Clear All Label Fields button on the shipping label form or Clear button on Carrier
Pickup or simply exit and re-launch the application. This was done in order to prevent the user losing currently stored shipping label information.
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Restore Default Preferences

1 Click Preferences.

=

2 Click reset all preferences. Preferences in all of the tabs for the specified Sender address indicated on the Summary tab will

automatically be reset to their original settings that took affect upon original installation.
Click Save.

View message that indicates that all preferences will take affect upon creating the next shipping label. Click OK.

TIP

- In order to have preferences take affect immediately, either click Clear All Label Fields button on the shipping labels form or Clear button on Carrier

Pickup or simply exit and re-launch the application. This was done in order to prevent the user losing currently stored shipping label information.

Preferences

Defaults that are chosen or defined will pre-populate the coresponding fields within the Shipping Assistant.  Fields with default values defined will be editable
in the Shipping Label view.

<+

Carrier Pickup
Customs Form 2376
Customs Form 23764
Dornestic Label
EMR Label
International Label
Open and Distribute:

Postage Devices

General

FROM: SENDER INFORMATION

NEIL CHRISTIANSON
440 12TH 5T NE
WASHINGTON, DC 200026222

GENERAL PREFERENCES
OFEM SHIFFING ASSISTANT WITH:

| bomestic Shipping Label v

PURGE SHIPMENT RECORDS FROM HISTORY AFTER:

[120 Days v

PRINT WIZARD OPTIOHS

Allow preferen ces below to be specified during each print job
[ Print all selected 446 1abelstwo-per page in addition ta all remaining labels

[[] Print prewiew labels prior to printing

OTHER ADVANCED OPTIONS

[] Minimize ta Tray on Close

CONNECTION SETTINGS

Proxy Sermver ’—hﬂp SISG.22.105232

Server Port  [agsn

MODIFY

SAVE
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Chapter 13

Working with an External Device

@_
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@

Chapter 13. Working with a External Device

In this introduction to working with a postage device, you'll learn how to do the following:
ONLINE connection status:
e Capture Weight and Print Postage via Create Shipping Label for domestic and international labels
e Capture Weight and Print Postage via Shipping Tools for domestic and international labels
e Print Postage via Review My Shipments for domestic and international labels
e Print Postage for bulk labels via Shipping Cart for domestic and international labels
OFFLINE connection status:
e Print Postage via Review My Shipments for domestic and international labels

e Print Postage for bulk labels via Shipping Cart for domestic and international labels

Getting Started
Shipping Assistant now supports a postage printing device! You can print postage to a meter strip and capture weight to make creating your
labels even easier and faster. Please follow the steps below in order to customize your version of Shipping Assistant to work with the postage

device.

Install mailstation Assistant™

1 Double-click the Mailstation/setup.exe file with the mailstation Assistant™ logo
Follow the prompts to install the software
After downloading the application, the mailstation Assistant™ user interface will display. Please wait until the application is finished
updating balance and obtaining updates.

4 Confirm that mailstation Assistant™ was successfully able to connect to the external device by verifying that the image in the upper left

hand corner matches the image below:
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TR TA

5 Click on the X on the upper-right hand corner OR select File > Close in order to minimize the application to the taskbar. IMPORTANT:

=

Shipping Assistant will only allow users to communicate with external device if mailstation Assistant™ is running in the taskbar.

T Click Here to
# mailstation assistant™ e s

T minimize

= e mailstation

¥k Pitney Bowes STATUS Assistant™ to

e ms—— @ v |;| v @ the taskbar

A Postage in Meter
: ( s2a0480 )

Setting Your External Device and Shipping Assistant Preferences
1 Prior to setting up your preferences in Shipping Assistant, conduct the following checklist to ensure that the application will be able to

successfully detect your external device.
» Verify that your mailstation 2™ (PCN K7MO0) hardware USB connection is plugged into your PC
» Verify that your mailstation 2™ (PCN K7MO0) hardware device power is plugged into an outlet
+ Verify that mailstation Assistant™ application is only running in the taskbar. Tip: To verify that mailstation Assistant™
is only running in the taskbar, right click the image and ensure that open mailstation assistant is enabled

Right-click
here
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O O A WDN

=/

Launch Shipping Assistant

Once you’re on the main screen, click Preferences hyperlink no the upper-right hand side of the application.

Click Postage Devices tab. This area allows you to indicate whether or not you wish to connect to an external device.

Check Use Connected External Device

From select meter device dropdown, select mailstation 2™ (PCN K7MO0) in the dropdown. Checking this box will enable you to print
postage through various modules throughout the application. IMPORTANT: If an error message displays, walk through the checklist in
step 1 again.

Check Use Integrated Scale. Checking this box will enable you to capture weight through various modules throughout the application.
This checkbox will only be enabled if your selected hardware device includes a weight scale platform.

Click Save in preferences.

Click Close on the confirmation message stating that all information will take affect on the next shipping label

View new status bar on the bottom of Shipping Assistant

From Create Shipping Label

0 N o a0 A WON =

Click on Create Shipping Label. Select a type of label from the Select Label Type dropdown.

Enter all required fields. For the weight field, click the Capture button once an item is placed on the scale.

Click on Print with Postage checkbox. IMPORTANT: Printing Postage is NOT available for Customs or EMR labels.
Click Print

Once label is sent to the print queue, view Print Label Postage dialog box.

View the left-hand side of the dialog box, where it states Print Status

Click Show Label Details button to view Sender/Recipient information for current request.

Wait until the print status states Insert Strip
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Print Label Postage

Print Status

@ Insert Strip

Welcame ta the print postage wizard. This wizard
will guide you through the process of printing one
or more postage strips.

Remaining Balance: 342514

FROM: Sender Information

Joe Customer

901 D STSW
STE 101
WASHINGTON, DC 20024-2198

Frinting Postage Amount: $19.50
TO: Recipient Informatic
Frinted Successfully Postage Device: K7MO i it
Complelsd Bob Customer
Printing Postage for Label 1 of 1 esinhy S
Ready for strip... [ WASHINGTON, DC 20024-2113
cancet
9 View meter screen on mailstation 2™ (PCN K7MO0)
$19.50 Olb 0.00z
Controlled by PC

10 Insert strip into mailstation 2™ (PCN K7MO0)

=
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=

11 Notice that Print Status on the Print Postage Dialog box changes to Printing. IMPORTANT: Ship date printed will match what was
selected on the CSL page

Print Label Postage

. Welcome to the print postage wizard. This wizard
Print Status will guide you through the process of printing one
ar more pestage strips.
«) Connecting

#) Insert Strip Remaining Balance: 545514

@ Printing Postage Amount:  §19.50
Printed Successfully Postage Device: KTMO
Completed

Printing Postage for Label 1 of 1

Printing... % [ ]

onceL
12 Once printing is completed, remove envelope from external device.
13 Notice that the Print Status on the Print Postage Dialog box changes to Printed successfully.... Please wait.
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14 Once Shipping Assistant has completed the transaction, notice that the Print Status on the Print Postage Dialog box changes to
Completed. IMPORTANT: If there are multiple print postage requests, the Print Status will repeat the cycle. Users will be able to

tell their progress by referring to the progress bar.

Print Label Postage

. Welcome to the print postage wizard. This wizard
Print Status will guide you through the process of printing one
or more postage strips.
¥) Connecting

@) Insert Strip Remaining Balance: 5435.64
) Printing Postage Amount:
w) Printed Successfully Postage Device: K70

ﬂ Completed
Print Postage Complete

Complete
llllllllllllllllllllllllllllllllllllllll*
SHOW LABEL DETAILS 2 (2

15 Click Finish.
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=
From Shipping Cart v"
1 Click on the Shipping Cart side-tab. The Shipping Cart side tab will display.
Either click Print All Labels OR check the labels you wish to print both the label and postage for.
Click Print. View the Print Wizard — Preparing Labels page. This page attempts to process all labels and verify that all information
entered is valid prior to printing labels/postage.
Click Continue
View the Print Wizard — Printing Preferences page. This page allows users to indicate specific additional features regarding their print
job.
Under Specify additional print preferences, check Print postage for all selected domestic and international labels.
Click Continue.
View the print dialog box, select desired printer, click OK.

Once labels are successfully created and sent to the printer queue, view the Print Postage Dialog Box

- © 0 N O

0 Follow the instructions above for create shipping label, for steps 5 through 15, to complete the print postage process for each individual
request. Tip: Canceling out of printing postage will NOT have any affect on your printed labels. Labels will continue to move to Review
My Shipments (i.e. History) section regardless if postage is successfully printed or not. Users may choose to re-print postage from
Review My Shipments if desired.
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From Review My Shipments

A W N =

Click Review My Shipments main tab

Check one or more domestic/international labels that you wish to print postage for

Click Print Postage or right click to view context menu and click Print Postage.

View the Print Postage Dialog Box. IMPORTANT: Ship date printed will be the current date and will NOT match what was
originally selected on the CSL page.

Follow the instructions above for create shipping label, for steps 5 through 15, to complete the print postage process for each individual

request.

From Shipping Tools

N

(<2 B3 ) B~ % )

Click Use Shipping Tools main tab.

For either a domestic or international rate, select country and enter all required fields. For the weight field, click the Capture button once
an item is placed on the scale. If insurance is desired, check insurance checkbox and enter value of contents.

Click Calculate Rates.

Highlight on of the rows

Click Print Postage button

View the Print Postage Dialog Box. IMPORTANT: Ship date printed will be the current date and will NOT match what was originally
selected on the CSL page.

Follow the instructions on slides 15-16, to complete the print postage process for each individual request.

Cancel/Errors during Printing

For errors...

In the event of an error occurring, either manual attendance to the postage device will be required or user can click on retry to repeat the
last postage request OR, for more critical errors (i.e. Out of Funds) the user will be forced to terminate all pending print postage requests and
attend to the meter accordingly. All postage can be re-printed via Review My Shipments. Note: Ship Date printed via Review My Shipments

will always be set to the current date
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The application has encountered problems attempting to print postage. Please tend to the
meter and correct the problem &efore continuing.

For cancelled print postage requests....

©

Clicking cancel on the Print Postage Dialog box will terminate all pending print postage requests. If printing postage from Create

Shipping Label or Shipping Cart, all labels will move to Review My Shipments regardless if print postage is successfully or not. All postage

can be re-printed via Review My Shipments.

Additional Features
Zero Weight Scale directly from Shipping Assistant

1 Click Preferences hyperlink
2 Click on Postage Devices tab
3 Click on Zero Weight button located in the Use Integrated Scale section
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USE COMNECTED EXTERNAL DEVICES

SELECT METER DEVICE: Pitney Bowss K700 Meter w

METER INFC

DEVICE MAME: KTMO
SERIAL NUMBER: 28074868
SOFTWARE VERSION: 8.0.01
CURRENT BALANCE: 3408.85

STATUS: Idle

USE INTEGRATED SCALE
SCALE INFO
CURRENT WEIGHT: O lbs 0 ozs
MAX WEIGHT: 80 ZERD SCALE ¥
STATUS: |dle

Auto-check print postage via Preferences

1 Click Preferences hyperlink
2 Click on Advanced tab
3 Check Print postage for all selected domestic and international labels checkbox
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PRINT WIZARD OPTICMS:
Allow preferences below to be specified during =ach print job:
I:l Print all sslactad 4x5 labsals two-per page in addition to all remsining labels

|:| Print preview labels prior to printing

< |w] Print postage for all s=lected domestic and intemational |ED

Click on Domestic Label tab

Check Print with Postage checkbox
Click on International Label tab
Check Print with Postage checkbox

Click Save in preferences

© 00 N o o s

Click Close on confirmation box confirming that all preferences will take affect in the next shipping label.

See FAQs for Troubleshooting/Frequently Asked questions with regards to working with your external device

@
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Chapter 14

Help
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Chapter 14. Help

Click Help to view full instructions for Shipping Assistant.

1 Click Help link on the upper right hand side of the application
Use the following tabs to find information easier:

CONTENTS: The contents tab allows you to click on keywords in order to easily reference quick instructions related to a specific area of

the application.
INDEX: Allows you to type in a keyword and conducts a search based on the content keywords defined.

SEARCH: Allows you to type in a keyword and search ALL content in the Help file in order to find any information related to the keyword

entered. Under Options > Search Highlight On will allow you to easily find the keyword that was entered within each related module.

24 Shipping Assistant

o - & I &
Fide Pt Options
Corterts | Index | Search | , ;
" e [Sech] || Creating domestic labels
j Welcome
2‘3“‘1‘ Shipping Assistart What you can do in the Shipping Label page
7] Quick start
Create shipping labels for domestic shipments
Creating intemiationd fabels | Specify USPS service options
resting cusioms o Calcutate shipping costs and delivery times
Crasting EMRlabels Compare costs and times for different USPS services
sing the Shipping Cart Print or save shipping labels

Managing shipments
Using shipping tools
[2] Using the Address Book
[2] Checking messages

& @ Setting preferences
[2] About this help file
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Chapter 15

About
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Chapter 15. About

Click About regarding Shipping Assistant 3.2 trademark information and customer support. In addition, users can easily access the privacy

policy and terms and conditions that were initially available during registration.

IMPORTANT: When contacting the Customer Support, whether via email or phone, please provide the identification number (located below the

‘Registered To:’ title).

About Shipping Assistant

S

Lahel creation, package management and shipping toals far LISPS semices.

UNITED STATES ;
POSTAL SERVICE. Yersion 3.2.88.0

2007 United States Postal Service. All rights reserved.

Registered To:
ga3.0reg H12U8PS03039)
usps

IISFS and the LUSPS logo are trademarks of LISPS, registered inthe LS. and in other
countries. Shipping Assistant and the Shipping Assistant logo are trademarks of
ISFS.

Shipping Assistant an the Web: wwww usps comishippingassistanttwelcome. him

Customer Suppart:
By phone: 1-800-344-7779 fraom 7:00am to 11:00pm (Eastern Time) every day.
By e-mail; icustomercare@usns. com

CLOSE »
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Chapter 16

Message Center
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Click Message Center side tab to view the latest news from USPS. Be sure to check when the message center tab turns yellow. News can

Chapter 16. Message Center

include weather alerts, country restrictions or if there are new messages available on the Shipping Assistant browser. If you are ONLINE and
cannot access the message center, be sure to update connection settings via Preferences > Advanced tab.

TIP
- Your Internet Explorer browser connection settings must be set correctly in order to access the Message Center within the Shipping Assistant application,
even if manually settings have been indicated under the Preferences link .

|' i | Welcome to Shipping Assistant 3.0!

Shipping Assistant® is your integrated woksgacs for printing .S, Postsl Ssrvice® |sbels and managing

MESSAGE CENTER

Do you have a8 comment or a festure request? Drop us a line at shippingassistant@usps.gov.

| § | Convert Shipping Assistant 2.2 Address Book to 3.0

An sutomsted tool has been developed to help you convert your old 2.2 spplicstion address book to the new
2.0 formst in 3 faw =53y steps.

* Downlcad the
* Locate 5a2lco
* Follow instructi

* Import new file vis Address Bock tab in 2.0 application.

| | About the Message Center
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Troubleshooting
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Chapter 17. Troubleshooting
This document provides answers to frequently asked questions about Shipping Assistant. Click on the hyperlink below to jump to the
respective sections:
Release 3.5
o PS Form 3152 Creation
o January 2009 USPS Price Change

o Thermal Printing

Release 3.3
o Open and Distribute
o 2008 USPS Price Change
o Priority Mail Large Flat Rate Box

Release 3.2

o Changes to Marshall Islands and Micronesia addresses

o Setting Up an External Device

o Mailstation 2 FAQs

o Printing Postage

o Weight Scale / Capturing Weight

o Insurance

o Reqistration changes
o EMR changes
Release 3.1
General FAQs
Installing Shipping Assistant

Upgrade Shipping Assistant
Connecting ONLINE

Reqistration
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Create Shipping Label
Address Book
Shipping Cart

Print Label

Review My Shipments

Shipping Tools
Preferences

Working with a Postage Device

Message Center

Release 3.5

January 2009 Release

PS Form 3152 Creation
Q. Why has the ‘Create PS Form 3152’ button been removed from Review My Shipments?
A. The ‘Create PS Form 3152 button has been removed from Review My Shipments page because a PS Form 3152 will be automatically printed when

users select and print their Open and Distribute labels from the Shipping Cart.

Q. Why is thermal printing not supported for Open and Distribute labels and PS Form 3152 creation?
A. Due to fact that the PS Form 3152 can not be printed on thermal printers due to sizing issues, the ability to print Open and Distribute labels using

thermal printers has been removed

Q. Is a PS Form 3152 required for Open and Distribute labels?
A. A Services Certification (PS Form 3152) is required for Priority Mail Open and Distribute containers and must be presented along with appropriate

Postage Statement to the Business Mail Entry acceptance unit that manages your account or the location designated by the Postmaster.
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January 2009 USPS Price Change

Q. Where can | find details about the January 18, 2009 United States Postal Service price change?
A. Price change details can be found at http://www.usps.com/prices/.

Q. How does the January 18, 2009 price change affect Shipping Assistant?

A. Aside from the new prices for products available in Shipping Assistant, users can create Domestic and International Priority Mail Small Flat Rate Box
labels. Also, while Bound Printed Matter will still remain for a valid option for Merchandise Return labels it will be removed for Domestic and
International label creation.

Thermal Printing
Q. What printers are supported for Shipping Assistant Thermal printing?
A. Shipping Assistant supports the Zebra LP 2844-Z and S4M-ZPL thermal printers.

Release 3.3
May 2008 Release

Open and Distribute

Q. What is Priority Mail Open and Distribute service?

A. This service provides an easy alternative to mailer-transported drop shipments for mailers who want to expedite their mailings of other classes of
mail to domestic destination postal facilities. The shipment receives Priority Mail service between the origin post office and the destination facility of the
shipment, where the enclosed mail is processed and provided the appropriate service from the facility to the destination delivery unit. For additional
information, contact your local USPS Sales Specialist.

Q. Is a barcode required for the container tag or label?
A. Yes, An Open and Distribute Service barcode must be used on every container. The barcode will provide the date, ZIP Code™ and the time the

container was delivered to the destination facility.
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Q. What type of tag or label is required for Priority Mail Open and Distribute?
A. Pink Tag 190 is required for Destination Delivery Units.
Green Tag 161 is required for other destinations (mail processing facilities).

Orange Label 23 is required for letter trays for both Destination Delivery Units and other destinations.

Q. How can customers order the tags and labels?
A. Tags or labels can be ordered by telephoning Expedited Package Supply Center at (800) 610-8734.

Q. Can the orange Priority Mail sacks still be used for this service?

A. No, the orange Priority Mail sacks should not be used. Mailers should use to the number 3 clear sacks.

Q. Can Priority Mail Open and Distribute shipments be dropped at any location?

A. No, mailers can only present Priority Mail Open and Distribute shipments at a Business Mail Entry Unit or location designated by the postmaster.

Q. How is postage calculated for Priority Mail Open and Distribute?

A. Postage is paid based on the weight of the entire contents of the Priority Mail Open and Distribute container, excluding the tare weight.

Q. How is postage paid for the mailing?

A. Postage on the enclosed mail may be paid with any method permitted for the mail class, except for ordinary postage stamps requiring cancellation.
Mail requiring cancellation may not be enclosed.

Payment for the Priority Mail Open and Distribute shipment must be paid by PC Postage affixed to each Open and Distribute address label. The label is
applied to an individual green Tag 161 or pink Tag 190 and orange Label 23. Payment may be made via permit imprint through a manifest mailing

system.
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A. Yes, a PS Form 3152 is necessary for the Priority Mail Open and Distribute portion of the shipment if paid by PC Postage. The only time a postage

Q, Are any forms required to mail Priority Mail Open and Distribute?

statement is necessary is when postage payment is made by permit imprint for the Priority Mail Open and Distribute service.

Q. Is the mail enclosed in the container required to meet corresponding eligibility standards?
A. Yes, mail enclosed in the container is required to meet all corresponding eligibility and preparation standards for the class of mail for which postage

has been paid.

Q. Can extra services be added to the Priority Mail segment of the Priority Mail Open and Distribute shipment?
A. No, there are no authorized extra services for the Priority Mail Open and Distribute mail container.

Q. How does a mailer determine where the shipment will be processed?
A. Customers should be directed to the Facility Access and Shipment Tracking system (FAST) at https://fast.usps.com/fast. For facility address
information, click on “Reports”, “Mail Direction Search”, “Drop Entry Point View”. Select the destination facility based on the mailing contents in the

container.

Q. How does the mailer find an address in FAST?
A. FAST Instructions to locate the address, city, state and ZIP Code.

Facility Access and Shipment Tracking (FAST)
Priority Mail Open and Distribute Service Instructions

1. Go to https://fast.usps.com/fast/fastApp/reports/landing.action

2. Select the following fields:
a. Reports
b. Mail Direction Search

c. Drop Entry Point View
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d. Click Create
3. From the FAST report page, select the following search criteria fields:
a. Modified — Any
b. Effective Date — Any Current or Future
c. Content ZIP Code —
- Three digits for SCF, ADC, ASF, or BMC
- Five digits if Destination Delivery Unit (DDU)
d. Discount Type — ALL or select the facility type
e. Mail Class — Standard
f. Mail Shape — ALL
g. Palletized — Both
4. To receive address information, click each box:
a. Show Address
b. Show Facility ZIP/CRID Ranges
¢. Find the 3 digit ZIP Code in the left column
d. Select the corresponding facility 5 digit ZIP Code
5. For additional help or issues, go to the:
a. User Guide — https://fast.usps.com/userguide/CustomerUserGuide

b. Customer Care Center at 800-522-9085

c. Email at postalone @email.usps.gov

Q. How do mailers obtain Priority Mail mailing supplies?
A. Free Priority Mail packaging and shipping supplies are available through the Postal Service Web site at htip:/shop.usps.com.

Priority Mail Open and Distribute labels and tags are available by telephone from the Expedited Package Supply Center at (800) 610-8734.

Q. How do | obtain information regarding Open and Distribute services?
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A. For additional information, please refer to the Domestic Mail Manual (DMM) Section 705.16 and Publication 91, the Confirmation Services Technical
Guide.

Q. Can | save Open and Distribute facility addresses to the Address Book?

A. Yes, but only via the Save to Address Book button within the Open and Distribute create label screen. You cannot add an Open and
Distribute facility address directly from the Address Book. However, you can edit or delete an Open and Distribute facility address if it has
already been saved from the Open and Distribute create label page.

2008 USPS Price Change
Q. Where can | find details about the May 12, 2008 United States Postal Service price change?
A. Price change details can be found at http://www.usps.com/prices/.

Q. How does the May 12, 2008 price change affect Shipping Assistant?

A. Aside from the new prices for products available in Shipping Assistant, users can now specify a Container type for First Class Mail International.

Priority Mail Large Flat Rate Box
Q. Where can I find details about the new Large Flat Rate Box?

A. Priority Mail Large Flat Rate Box details can be found at http://www.usps.com/rates/priority-mail-rates.htm.

Q. How does the Priority Mail Large Flat Rate Box affect Shipping Assistant?
A. Shipping Assistant users can now calculate rates and create labels for both domestic and international Priority Mail Large Flat Rate Boxes, including
APO/FPO destinations.

Release 3.2

November 2007 Release
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Marshall Islands and Micronesia

Q. Why was | prompted to upgrade within a month of the October 23rd upgrade?
A. The United States Postal Service revised the rate structure of mail to the Marshall Islands and Micronesia. Mail to these areas is now "treated as
domestic" and Shipping Assistant was required to upgrade to conform to these changes.

Q. What will happen to my current Marshall Islands and Micronesia addresses stored in my address book?
A. Upon upgrade, the country of these addresses will automatically change to United States, and the State will become Marshall Islands or Micronesia.

Q. Will these new domestic Marshall Islands and Micronesia addresses be standardized?
A. These addresses will not standardize automatically. You may standardize these addresses by editing from the address book, making changes, and
re-saving.

Q. How can | create labels to the Marshall Islands and Micronesia after the change?
A. You can create these labels from the Create Domestic Shipping Label form in Shipping Assistant.

Q. Are all domestic services available?
A. Collect on Delivery (COD), Delivery Confirmation, Signature Confirmation, and Electronic return receipt options will not be offered to Marshall Islands
and Micronesia. Also, Express Mail service will be offered but without a guarantee.

Q. Will Customs Forms be required now for Marshall Islands and Micronesia labels?
A. Yes. The appropriate Customs Form will still be required.

Q. What will happen to Marshall Island and Micronesia label records in Review My Shipments before the change?

A. These records will still exist in Review My Shipments as International label records. However, you will not be able to recreate these labels. Domestic
labels to or from Marshall Islands and Micronesia created after the upgrade will be saved as domestic label records in Review My Shipments. You will
be able to recreate these labels.

Q. What will happen to Marshall Island and Micronesia label records in the Shipping Cart before the change?
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A. These items will change to a status of ERROR upon upgrade. You will not be able to edit these items, but instead will be forced to recreate the label
manually in Domestic Create Shipping Label.

October 2007 Release
Setting Up an External Device

Q. | keep receiving the following error message when attempting to connect to the mailstation 2™ (PCN K7MO0) meter via Preferences: “The
selected device is currently not available or may be used by another program”

A. Verify that your mailstation Assistant™ application is launched and running only in the taskbar.

frhe selected device is currently not avaliakle or may be ke in use by another program. Refer to
Setting Up Your External Device' in the instructions hyperlink above.

Q. When | double-click on my mailstation Assistant™ application, | receive the following error message: “A software resource provided by
mailstation assistant™ is in use by another application.” How do | access mailstation Assistant™?

A. Exit Shipping Assistant. Users are only allowed to either use Shipping Assistant or mailstation Assistant™ at any given time in order to communicate
with the external device hardware; therefore once a user is integrated with the device, they are forced to exit Shipping Assistant in order to access
mailstation Assistant™.
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A software resource provided by mailstation assistant™ is in
use by another application. (Example: Shipping Assistant&)

You must close that program before mailstation assistant™

can be opened or closed

Q. Are there any other postage devices besides the mailstation 2™ (PCN K7MO0) that | can connect Shipping Assistant to?
A. Not at this time.

Q. My postage device is not showing up in the select device dropdown list, why?
A. This means that Shipping Assistant cannot detect installation of the mailstation Assistant™ application on your computer. Uninstall / Re-install your

mailstation Assistant™ application using your system Control Panel.

Q. My postage device is showing up in the select device dropdown list, but my print postage and capture buttons through Shipping
Assistant are still disabled, why?

A. Your postage device must be connected via a USB connection in order to print postage. Verify that your USB is connected. If still disabled, exit/re-
launch Shipping Assistant to refresh the application. Also, please note that the Print Postage will not be available when connection status is OFFLINE

for create shipping label and review my shipments modules, as internet connectivity is required in these areas in order to calculate rates.

Mailstation 2 FAQs

Q. Can the mailstation assistant software be used from multiple workstations?

A. The software can be downloaded to as many computers as you would like, but only one computer can be hooked up to the meter at a time.
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Q. What is mailstation assistant?
A. mailstation assistant™ is a PC-based software that allows you to perform postage refills and meter updates quickly and conveniently from your PC,

which is normally much quicker than using an analog phone line.

Q. Where can | find the most recent version of mailstation assistant software?
A. To find the most recent version of mailstation assistant™ software, please click here.

Q. Why do | need to check the website from time to time for software updates?
A. Just like most things today, software gets outdated frequently. The most recent version of software, which will include the latest enhancements, will

always be available to download by clicking

Q. How do | find supplies related to my meter?
A. You can find supplies related to your meter under the SUPPLIES tab of mailstation assistant.

Q. How do | determine if | have the correct system requirements for my mailstation assistant?
A. To determine if you have the correct requirements: 1. From the desktop of your PC, right click on MY COMPUTER

Q. What does the "rates pending"” message mean?
A. When there is a carrier rate change (e.g., USPS, UPS, FedEx, etc.), we will provide updated software for you to download approximately two (2)

weeks prior to the carrier's rate change effective date. When new rates are available, the “Rates Pending” message will appear in your update tab.

Q. Can | print postage from mailstation assistant?
A. No. You can download postage, but not print postage. The mailstation 2™ is the only postage meter that can be used with USPS Shipping

assistant™, which can be used to compare services, create address labels, print postage to your meter, and much more.
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A. If you have downloaded USPS Shipping Assistant® and mailstation assistant™ to your PC, you will be able to print postage directly from the USPS

Q. Can | print postage from my PC to my mailstation 2 digital postage meter?

Shipping Assistant™ application to your meter. Your meter must be connected to your PC in order to do so.

Q. What do | do if my PC is not showing me progress about a download or an update?
A. Reboot the meter (unplugging your meter) and exit the PC application from the tray by right clicking on the mailstation icon and selecting exit. After

the meter reboots, double click on the

Q. Does my mailstation assistant need to be connected to an analog phone line or the computer at all times?
A. To download postage and receive updates, your meter needs to be connected to an analog phone line or it also may be connected to your computer

when you are performing a download.

Q. How can | learn how to download postage using mailstation assistant or any other of the software functions?
A. By clicking the SUPPORT tab within the application, you can access online demonstrations on how to use your meter for various functions including

downloading postage and new USPS postage rates to your meter.

Q. What are the system requirements for the mailstation assistant software?
A. Your system must meet the following minimum requirements: 1. Windows 2000 and Windows XP operating systems with the latest service packs

Q. Why should | use the mailstation assistant software with my mailstation equipment?
A. You'll be able to download information directly from your computer to the postage meter

Q. What do | need to do in mailstation assistant (K7MO0) if a USPS rate change is about to occur or has occurred?
A. Your mailstation assistant™ (K7MO0) postage meter is equipped with the most recent version of USPS rates when you receive it. From time to time,

the USPS will change postage rates. We will notify you when a rate change is going to occur, and all you need to do is download the new rates.
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A. If you fund your meter by credit card, your balance will not show on the screen. Postage by Phone and Purchase Power are Pitney Bowes accounts

Q. Why do the balances displayed on mailstation assistant say $0?

that will have a $0 balance if they are not used by you. Pitney Bowes is unable to view the available balance on your credit card. When you purchase
postage with the credit card you provided on file, the Postage in Meter value will increase by the amount you have purchased.

Q. When using my Mail Station (K700), how do | use Priority Mail® International for Canada?

A. The U. S. Postal Service has made a change to Priority Mail® International service for parcels sent to Canada. The 1 pound minimum weight
restriction for this service has been removed. Your system is programmed to meet the original weight restriction, and as such will not allow rating below
1 Ib. The price for mail pieces up to 1 Ib. is currently $16.00 (as of 06-07). You may still use your system to post mail below 1 Ib. by using one of the two
following methods:

Printing Postage

$19.50 Olb 0.00z
Controlled by PC

Q. Why does my meter sometimes display ‘Controlled by PC’?
A. When clicking capture or print postage, Shipping Assistant will make a request to control the external device for a short period of time until the
transaction is complete. At this time, users will see Controlled by PC on the meter screen, indicating that Shipping Assistant is in the process of

communicating with the device. At this time, users do not need to manually attend to the meter unless an error occurs.

Q. My meter still states ‘Controlled by PC’ even though | have completed my transaction from Shipping Assistant?
A. This is a technical error and if occurs, should be very rare. In order to refresh the application(s) and external device, complete the following steps:
Step 1: Disconnect your USB plug
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Step 2: Re-plug your USB plug

Q. Can | print postage without printing labels?
A. Yes, printing postage without printing labels can be completed via Review My Shipments or Shipping Tools modules.

Q. Why doesn’t my meter warn me when my postage is over the high value set or when my postage is running low?
A. In the middle of printing postage, all warnings are ignored when the meter is Controlled by PC. If a warning is encountered, a warning hyperlink will

display at the end of printing postage on the print postage dialog box that can be clicked on to obtain additional information.

Q. What does it mean when I receive the following error message in the middle of printing postage: “The application has encountered
problems attempting to print postage. Please tend to the meter and correct before continuing?

A. This means in the middle of attempting to print postage the meter returned an error; this could be for a variety of reasons. The best option is to view
meter screen and verify that no error messages are being displayed and that the meter is NOT in any menu options. If the meter is in a normal state,

click the retry button. Clicking retry will re-print the last postage request sent to the meter.

The application has encountered problems attempting to print postage. Please tend to the
meter and correct the problem Sefore continuing.

Q. What if my print postage dialog box is stuck on “Connecting....”
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A. This is most likely because the meter is requiring your attention prior to beginning transaction. Click the ‘Clear/Back’ button on the device multiple

times until the meter screen returns to its default state.

Q. Is there an easy way, without exiting Shipping Assistant, to view my current balance remaining in my meter prior to printing postage?

A. Yes. You can view the current balance on the meter through either the meter status bar or by clicking on Preferences > Postage Devices.

Q. An error occurred on the meter while | was printing postage from the Shipping Cart or Create Shipping Label. When | clicked OK, the
entire dialog box and all my selected labels disappeared, why?

A. In Shipping Assistant, an error while printing postage will not prevent labels from being successfully created, printed and moved to Review My
Shipments. Postage can be re-printed via Review My Shipments once the physical label has been successfully printed.

Q. Is there an easy way to distinguish which label | am currently printing postage for?

A. Yes. Click on Show Label Details button on the Print Postage Dialog box to obtain Sender/Recipient information for current print postage request.

Q. Why doesn’t the correct weight display when meter screen displays “Controlled by PC” when printing postage?

A. The weight displayed on the meter has no affect on printing postage and is defaulted to the weight on the scale at that given time.
Q. Will postage print in the same order as my labels printed?
A. Yes. Regardless of how you choose to print your labels (Example: 4x6, separate receipt, or normally) your postage requests will be sent to your

external device in the same order as they are sent to the printer.

Q. Do | have to be ONLINE in order to print postage?
A. No, if printing from Review My Shipments or Shipping Cart (for READY labels). Yes, if printing from Create Shipping Label or Shipping Tools.

Q. | plugged my USB from my device into my computer, but Shipping Assistant is still stating NOT AVALIABLE in the status bar.
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A. If Shipping Assistant is not automatically detecting the meter, click on preferences > postage devices > verify settings are correct > click save in

preferences

Q. How long does it take for the print postage dialog box to timeout?
A. The print postage dialog box will automatically timeout and release the device from being “Controlled by PC” when the device falls asleep. Note:

Sleep timeout is set directly via your device.

Q. Can | select multiple items to print postage for in Shipping Tools?

A. No. Only one record in Shipping Tools can be selected at any given time.

Q. Why doesn’t the Sender and Ship From ZIP indicated when creating the label print on the meter strip?
A. Sender ZIP label information is driven by the external device when printing postage. See your mailstation 2™ (PCN K7M0) user guide for more

details on how to permanently set your Sender ZIP information.

Q. I received the following error message: “Cannot print postage for an individual label with postage greater than $99.99.” What does this
mean?
A. This message is due to a limitation on the Pitney Bowes mailstation 2™ (PCN K7MO0) meter, and therefore cannot be overridden by Shipping

Assistant. Users must deselect any labels whose value is greater than $99.99 when printing postage to the mailstation 2™ (PCN K7M0) device.
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Due to restrictions by the current meter device the following error
(s} have occured:

@

- Cannot print postage for an individual label with postage greater
than $88 00

Q. Are there any other postage devices besides the Pitney Bowes mailstation 2™ (PCN K7MO0) that | can connect Shipping Assistant to?
A. Not at this time.

Q. Can | bulk print postage?

A. Yes. Through both the Shipping Cart and Review My Shipments, postage can be printed in bulk for all selected domestic and international labels. In
the Shipping Cart, check all those labels in which you wish to print postage, click Print and check Print Postage for domestic and international
labels in the enhanced print preferences of the Print Wizard. For Review My Shipments, check the labels and simply click Print Postage.

Q. Why is the selection to print postage on the enhanced print preferences page disabled when printing through the shipping cart?
A. You’re external device must be connected via preferences at the time of clicking Print in order to be able to select to Print Postage throughout the

application.

Q. Why is the Print Postage button disabled in Create Shipping Label/Review My Shipments?
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A. Verify that Shipping Assistant is able to successfully integrate and connect to your postage device by referring to Working with a Postage Device in
the user guide. Also, please note that the Print Postage will not be available when connection status is OFFLINE for create shipping label and review

my shipments modules, as internet connectivity is required in these areas in order to calculate rates.

Q. Can I refill postage while Shipping Assistant is running?
A. Yes — by refilling postage directly through the device itself (see device user guide for more details). If you wish to use mailstation Assistant™ to refill

postage, you must first exit Shipping Assistant and then double-click the mailstation Assistant™ icon from the taskbar.

Q. Why isn’t the Print Status on the print postage dialog box moving from Printed to Printed Successfully?
A. Most likely, the system is waiting for you to Remove Envelope from the external device in order to acknowledge that the transaction was completed

successfully.
Q. Why did my Print Postage request get terminated?
A. Most likely because you are either low on funds or out of funds. Either refill postage using the device itself OR exit Shipping Assistant and launch

mailstation Assistant™ to refill postage.

Q. Why is the Ship Date not accurate when printing from Review My Shipments?

A. If the ship date for a label in review my shipments is prior to the current date, the ship date printed will be printed as the current date.

Weight Scale / Capturing Weight

Q. Can | override the weight after capturing from the postage device?

A. Yes, simply manually type in a new weight. Clicking capture in Shipping Assistant does nothing more than take a snapshot of the current weight on

the weight scale platform at any given moment.

Q. Can | easily capture item weight in the international, CN22, CP72, and O&D forms?
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A. Yes. Gross weight can be captured in all the label forms (with the exception of Electronic Merchandise Return) as long as your weight scale is
connected to Shipping Assistant.

Q. How can | reset the weight of an object on the weight scale to zero?

A. In order to zero the weight scale through Shipping Assistant, follow the steps below:
1 Click on Preferences hyperlink
2 Click on Postage Devices tab

3 Zero Scale button

Q. Why is there no Weight Capture button even though the weight scale is connected?
A. Verify that your preferences in Shipping Assistant are setup in order to communicate with the weight scale device. See Working with a Postage

Device chapter in the user guide for more details.

Q. Why is the Weight Capture button disabled even though | have set Preferences to use a connected postage device?
A. Your weight scale device must be connected to the computer in order to capture weight. Verify that your USB is connected. If still disabled, exit and
re-launch Shipping Assistant.

Q. Can the weight registered on the scale differ from the weight captured in Shipping Assistant?
A. Yes. The weight in Shipping Assistant is rounded and displayed in Ibs/ounces format as opposed to the device which may only represent the weight

in ounces. Conversion of a weight into Ibs/ounces is required when printing labels and is automatically converted by Shipping Assistant.
Q. Is the capture item weight feature available for Electronic Merchandise Return labels?
A. No; although the weight captured for printed domestic labels will be re-populated here when click create EMR label from Review My Shipments for a

selected domestic label.

Insurance
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Q. Why can | not print insurance onto my label?
A. Insurance is only available for those users who are connected to an external postage device and who are printing postage at the time of creating a

domestic or international label. The ability to include insurance onto a label without a postage device is not available.

Q. What is ordinary indemnity? How is it different from insurance for Priority Mail International labels?

A. Ordinary indemnity is the value of built-in coverage for the loss or damage to a package when mailing via Priority Mail International. If the calculated
ordinary indemnity value does not cover your value of contents, you can opt to purchase additional coverage via insurance by checking the Value
checkbox and indicating a value of contents. For all other services, no built-in coverage is available and you must purchase insurance in order to obtain

loss/damage coverage of your package.

Q. Why do | have to enter ‘Value’ if | don’t want to include insurance in my package?
A. For international labels, entering a value of contents will allow the application to calculate and display the built-in coverage available when shipping

via Priority Mail International. Value is not required.

Q. Why, after clicking Calculate, is “Insurance” displayed as $0.00 when | have already entered a “Value” in Package Information?
A. If you wish to purchase Insurance for your package, based on the value of contents entered, check the Value checkbox prior to clicking Calculate.
Note: For international labels, you must enter value of contents regardless in order to obtain ordinary indemnity coverage for those packages being

shipped via Priority Mail International.

Q. Why, in Shipping Tools, can | only enter up to $500 in “Value” when the “Insurance” checkbox is checked, but | can enter up to $5000
when the “Insurance” checkbox is not checked?

A. When the Value checkbox is checked, the calculated insurance value will be added to the total due. Insurance for values greater than $500 must be
purchased at a post office; although users can view the insurance fees associated with packages whose value of contents > $5,000 prior to purchasing

at a local US Postal facility.
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Q. Do | have to enter a “Value”?

A. No. Entering a value of contents is optional; although, insurance fees will only be added to your total due if you check the Value checkbox.
Registration

Q. What is a DUNS/Mailer ID? How do | obtain it?
A: A DUNS/Mailer ID is a unique identifier that can be used to obtain extract files from PTS with tracking information for all packages shipped

associated with that particular DUNS/Mailer ID. Please contact Customer Support for further information.

Q. Can | modify my DUNS/Mailer ID number in the future?
A: A DUNS/Mailer ID can be added or modified, but this requires you to contact Customer Support.

Electronic Merchandise Return Label

Q: Why do | keep receiving errors concerning an “invalid customer address”?
A: Shipping Assistant now requires a valid address in the Customer Information section of Electronic Merchandise Return Label. Be sure that

all Customer Address fields are filled in accurately and completely.

Q: Why is the Use RMA # In Barcode checkbox disabled, and how do | enable it?

A: The Use RMA # In Barcode checkbox is only applicable to those mailers who entered a unique DUNS/Mailer ID during Registration. If you
have registered for Shipping Assistant in the past without a DUNS/Mailer ID and want to use a DUNS/Mailer ID, you must contact Customer
Support.

Q: Will my RMA barcode still appear on the EMR label if | do not have a unique DUNS/Mailer ID?
A: Yes. Your RMA # and RMA barcode will still appear on your EMR label, regardless of the existence of a DUNS/Mailer ID. The DUNS/Mailer
ID allows for the RMA # to be included in the Delivery Confirmation or MRS bar code PIC, but does not affect the RMA barcode.
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Q: What is the difference between the two Label Format radio buttons in the Label Options section of Electronic Merchandise Return
Label?

A: The Label Format radio buttons give the user the option of two Electronic Merchandise Return Label formats. #10 Window Envelopes (Left)
would display the Customer Information within the left window of a standard #10 Window Envelopes. #10 Window Envelopes (Right) would

display the Customer Information within the right window of a standard #10 Window Envelopes.

Q: What if | don’t intend on using a #10 Window Envelope?
A: The label itself will not be affected by the Label Format you choose, so it will not matter which Label Format you select if you don’t plan on

using a #10 envelope.

Release 3.1

Q. Why did the labels of all my status in my Shipping Cart after upgrading to the 3.1 Release?

A. Due to the USPS rate changes for domestic labels and mail class changes for international labels, the status of all domestic and international labels
in the cart have been updated as more information is needed. Specifically

e Allold international labels (Global Express Mail, Global Priority Mail, Global Priority Mail Large Flat Rate Envelope, and Global Airmail) have been
updated to ERROR status and must be edited and re-added to the cart.

e  All old domestic Express Mail, Priority Mail, Priority Mail Flat Rate Envelope, Priority Mail Flat Rate Box, First Class Mail Parcel, and Bound Printed
Matter, Library Mail, Media Mail, and Parcel Post labels have been updated to ERROR status and must be edited and re-added to the cart

Q. Can | create a carrier pickup with either an old or new priority mail or express mail label and then include packages with old or new
labels?
A. Yes. A carrier pickup can be created with any mixture of old and new domestic and international labels as long as at least one label is either an old

or new priority mail or express mail label.
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General FAQs

Q. How do | set my Screen Resolution to be a minimum of 1024 x 768?

A. Right click on your desktop and select properties. Click on the Settings tab and drag your screen resolution to be set at 1024 x 768.

Q. When | highlight multiple rows, only the first and last records actually check off.
A. There is a difference between selecting (i.e. highlighting) and checking records throughout the Shipping Assistant application. When selecting (i.e.

highlighting) rows, make sure to click on one of the read-only fields prior to checking the checkbox. See Shortcuts section for more information.

Installing Shipping Assistant

Q. | received an error, “Shipping Assistant could not detect your network connection status. Please verify that any desktop security
software (intrusion protection, firewall, virus protection, etc...) allows Shipping Assistant to run as a trusted application. Please
contact your system administrator or USPS Customer Care Center (icustomercare@usps.com).” What should | do?

A. This message indicates that there is another application on your desktop that is preventing Shipping Assistant from identifying your
connection status. To fix this, you must identify which software is preventing this application and ensure that it is notified to run Shipping

Assistant as a trusted application.

Q. I received an error, “Another Instance of Shipping Assistant is already running!”, but | do not appear to have Shipping Assistant
running.

A. Shipping Assistant will run in the task bar, as opposed to exiting, when clicking ‘X’. To display the current session of Shipping Assistant
double-click on the system tray on the task bar. Note: If you wish to exit the application entirely upon clicking ‘X’, see Preferences >

Advanced section for more details.

Q. How do | uninstall Shipping Assistant?
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A. Shipping Assistant can be uninstalled through the Add/Remove Programs function under the Start menu or by inserting a CD-ROM. IMPORTANT:
Uninstalling Shipping Assistant will NOT remove any of your data or registration information. This ensures that all of your information will remain intact,

regardless if a new version of Shipping Assistant is downloaded. Please note that the add/remove programs function location may differ for Vista users

Q. I received a .NET Framework Initialization Error when attempting to launch Shipping Assistant. What should | do?
A. Under Start > Control Programs > Add/Remove Programs run a repair on .NET Framework 2.0 and re-launch Shipping Assistant.

Q. Is Windows 98 supported?
A. No. Shipping Assistant supports 2000, 2003, XPHome, XPProfessional, and Vista. Please refer to System Requirements for further details.

Q. When installing on a Vista machine, | received the following error message while running the setup.exe file, “Unable to save file:
c:\\Windows\Downloaded Installations\ {A42486BE-D155-4ECA-AC29-089D0|Assistant 3.0.msi. The system cannot find the path specified.”
What should | do?

A. Upon clicking OK in this dialog box, you will be prompted to select a different path. Select the Public > Public Downloads folder and click OK; then
complete the installation process as normal

Q. How do | remove my data and my registration information if | want to install a clean-version of Shipping Assistant under the same logon
name?

A. The default location for Shipping Assistant files is the following. Although, please note that during the installation process you do have the ability to
change the destination location of these files:

WARNING: Completing the following steps WILL PERMANENTLY DELETE ALL DATA FROM YOUR SHIPPING ASSISTANT. It is recommended that
a backup file be saved.

BE SURE TO COMPLETE BOTH STEPS. Please note that the hard drive (ex. C:\) may differ depending on the default hard drive setup on the
individual computer:

1 To remove the registration, remove the folders in the following mapping:
C:\Documents and Settings\<logon name>\Local Settings\Application Data\ShippingAssistant
2. To remove the database, remove the Database and Images folders in the following mapping:
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C:\Documents and Settings\<logon>\Local Settings\Application Data\ShippingAssistant

C:\Documents and Settings\<logon>\Local Settings\Application Data\USPS\ShippingAssistant.exe_StrongName_1530igqymO0Igi3fwh2vbxinwnit5pbs3
Delete all folders

Q. My question is not answered in the FAQ. What should | do?
A. Contact icustomercare@USPS.com.

Connecting ONLINE

Q. | get an error message stating, “Unable to connect to remote server”. What does this mean and what should | do?

A. This error message indicates that your computer is not able to connect to a network. This could either mean that Shipping Assistant could not
connect to the USPS.com Web Services or may indicate that the preferences > Advanced settings are incorrect. Please verify these settings with your
system administrator.

Q. I am receiving a message indicating that Shipping Assistant could not connect to the Message Center Server, but | know that the proxy
settings | manually entered in my Preferences are correct.

A. The Message Center actually is displaying a browser within the Shipping Assistant application; therefore even if manual proxy settings are
established in Preferences > Advanced tab you MUST have the correct proxy settings in your Internet Explorer browser to access the Message
Center. In order to fix, exit Shipping Assistant, verify that your Internet Explorer proxy settings are correct, and re-launch. Proxy settings in Internet
Explorer can be found under Tools > Internet Options > Connections > LAN Settings

Upgrade Shipping Assistant

Having trouble upgrading your version of Shipping Assistant? Read below for the most Frequently Asked Questions

Q. Is there anyway to bypass the upgrade process?
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A. No. All updates to Shipping Assistant are mandatory

Q. How do | upgrade my version of Shipping Assistant if | am not an admin user?
A. You must be a System Administrator in order to complete any updates and/or uninstall/re-install Shipping Assistant. Once your system administrator
has upgraded to the new version of Shipping Assistant, all non admin users will be automatically updated.

Q. Upon upgrading Shipping Assistant, will | lose all of my data?
A. No. Upon upgrading to a new version of Shipping Assistant all your data will remain intact; data includes registration information, preferences,
address book contacts, shipping cart labels, review my shipments information, and carrier pickups.

Q. When attempting to upgrade, | received the following error “BITS cannot detect network adapter”?
A. The upgrade from version 3.0.55.0 to 3.0.70 requires that a web service BITS is running and operating correctly. To verify that this web service is
working correctly, please conduct the following steps:

1 Go to Start > Control Panel > Performance/Maintenance > Administrative Tools > Services

2 Verify that the “Background Intelligent Transfer Service (BITS) is running. If it is running, stop the service and restart in order to refresh the web
service

3 Launch Shipping Assistant. The upgrade should successfully complete.

Q. MICROSOFT VISTA OS USERS ONLY. If | am a Vista user and have v3.0.55.0 (see About link) of Shipping Assistant, how do |
obtain the newest version of Shipping Assistant?
A. For the time being please conduct the following steps below to obtain the newest version of Shipping Assistant. Going forward, all Vista
users will be prompted of the upgrade upon launch. Note: You will NOT have to re-register with Shipping Assistant and all of your data
in your address book, shipping cart, and review my shipments will be maintained regardless if you uninstall/re-install Shipping
Assistant.

Step 1. Go to Start > USPS > Uninstall Shipping Assistant. Complete the uninstall Shipping Assistant process

Step 2. Go to USPS Shipping Assistant page (http://www.usps.com/shippingassistant/instructions.htm) and click the Download

Now ‘Go’ button to install the latest version of Shipping Assistant
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Step 3. Walk through the installation process. You should notice that you will NOT be prompted to re-register

Step 4. Launch Shipping Assistant. You should notice that all your data has remained intact and that you have a new version

(see About link) of Shipping Assistant available.

Registration

Q. | keep receiving ‘Invalid email’ when attempting to register, but everything looks correct.

A. Verify that no spaces exist within your email addresses.

Q. Do | have to register with Shipping Assistant?
A. Yes. Registration is required prior to accessing Shipping Assistant.

Create Shipping Label

All Labels

Q. Do | need Adobe Acrobat to view my labels?

A. In Shipping Assistant, you do not need Adobe Acrobat Reader 5.0 or higher to “Print Label”. The new Shipping Assistant does not use Adobe for
printing the EMR Label. However, if you use the “Email Label To Customer” option, a PDF attachment will be emailed to the customer and retailer, the

customer and the retailer require Adobe Acrobat Reader 5.0 or higher to open and print the EMR Label.

Q. | am attempting to highlight a service when viewing Compare Service Types, but the highlighted service changes before | am able to click
Apply Selected Service. How do | select a specific service?
A. You must either double-click the service you wish to select or click where there is white space on the row the service is listed on (as opposed to the

hyperlink). Clicking on the white space will ensure the service remains highlighted while moving the mouse to click Apply Selected Service.

Q. I modified an address in the Recipient section and clicked Save to Address Book, but my address in my address book was not updated,

why?
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A. Clicking Save to Address Book only adds new addresses to the Address Book. If the exact same address is added more than once, a new Short

Name will be created. To modify an existing address you must go into the Address Book and click the Edit panel. See Edit Address section for more

details.

Q. | attempted to print multiple copies of my label, through the print dialog box, but only one copy printed.
A. The application will only allow one copy of the label to be printed at a time. In addition, changing any of the format options in the print dialog box will

not take affect as labels must be printed based on USPS Standards.

Q. The Ship Date dropdown doesn’t appear to include today’s date. What should | do?
A. The Ship Date dropdown currently repopulates every time the application is launched. If the application has been running in the task bar for more

than four days, you must exit Shipping Assistant and re-launch in order for the ship date dropdown to repopulate with today’s date + 4.

Q. Can | print ONLY 1 page of a label?
A. For all labels, when printing immediately, you can specify a consecutive range of pages you wish to print via the print dialog box. For example, if you
are creating a domestic label w/ separate receipt and click ‘print’, you can indicate that you wish to only print 1 out of 2 pages in order to avoid printing

the ‘separate receipt’ page.

Q. How do | see ‘check’ the address when in the process of creating a shipping label?
A. Prior to clicking printing the label or saving a label to the cart, you can click Calculate which will automatically check your address and re-populate
the Recipient address with the validated information. Please note that if you do not click calculate prior to printing the label or saving to the cart, your

address will automatically be checked and display validated at the time of printing the label.

Domestic Labels
Q. Why can’t | enter Value of Contents in on the domestic label?
A. The ability to calculate the insurance, based on the value of contents entered, is currently not available at this time via the Create Shipping Label. To

view the amount of insurance available, based on a specific value of contents, see Shipping Tools section.
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Q. I'd like to send an “oversized” package by Priority Mail. Why does Shipping Assistant set the Service to Parcel Post?
A. A service may not be available for all package sizes. Shipping Assistant automatically limits service choices based on the package size you select.

Oversized packages, for example, can only be sent by Parcel Post.

Q. Since Shipping Assistant prints only single-ply labels for Express Mail, how do | obtain a receipt?
A. Shipping Assistant replaces the usual Express Mail multi-ply label with a single-ply label and a printed Online Label Record. When delivering the
package to the Post Office, present the printed Online Label Record to Postal personnel to receive the service guarantee and become eligible for a

refund if the service guarantee isn’t met.

Q. In what type of units do | enter Length, Width, Height, and Girth?

A. Length, Width, Height, and Girth should be measured, rounded to the nearest integer and entered in by inches

Q. How do | know if my package is hon-machinable?
A. Non-machinable is a mail pieces that cannot be sorted on mail processing equipment because of size, shape, content, or address legibility. Such
mail must be processed manually. If shipping by First Class / Flat or Parcel Post, verify whether or not your item is non-machinable and check the box

accordingly.

Q. Why is Length, Width, Height (and Girth, when applicable) sometimes required for Large Priority Mail and other times not required?
A. Rates affected by Length, Width, Height (and Girth, when applicable) depends on the ‘ship from’ and ‘ship to’ ZIP codes. For more

information regarding how rates are calculated, visit USPS details regarding New Prices Effective May 14, 2007

(http://www.usps.com/ratecase/).

International Labels

Q. How do | know what services are available to a specific destination country when creating an international shipping label?
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A. By selecting a destination country, and entering the required package information, you can view all available services by clicking Compare Service

Types button. All available services as well as their rates, based on the information provided, will display. This feature is also available via Shipping

Tools.

Q. What isn’t my mailing conditions being displayed?

A. Hit the Calculate button again to ensure that the correct mailing conditions are being displayed.

International Labels/Customs Forms
Q. How do | delete a content item that | have already added on the International and/or Customs forms?
A. Right-click on the content item table and select delete item or highlight the content item and click the delete item button.

Q. How do | modify an existing content item?
A. You must double-click an existing content item in the table to re-populate all information. IMPORTANT: Prior to re-adding the modified item, you

must first delete the existing content item in the table. To delete a content item, right click on the content item and select delete item.

Q. Why can’t | enter all of my customs information when creating an international shipping label?
A. When fields are grayed out on the create shipping label page, it indicates that the fields do not apply based on the service selected. You will notice

that when different services are selected, all information that does not apply will be disabled.

Electronic Merchandise Return

Q. What is the USPS Merchandise Return Service?

A. The Merchandise Return Service enables a retailer to provide a customer with a return shipping label (i.e. form customer to retailer), with postage
due only when a package is returned. A retailer must have a USPS Postage Due Account to use the Merchandise Return Service. Contact your local

Post Office for more information on how to retrieve a PDU account number.

Q. How does Shipping Assistant support Merchandise Return Service?

©Copyright 2009. The United States Postal Service©. All Rights Reserved. Terms of Use. 212



SHIPPING ASSISTANT USER GUIDE — CHAPTER 17. TROUBLESHOOTING

(At
A. In Shipping Assistant, you can print a Merchandise Return label to place inside the outgoing package, or you can submit a label to the USPS

Electronic Merchandise Return Service for delivery to your customer via e-mail.

Address Book
General

Q. How do | convert my Shipping Assistant 2.2 file to be compatible with Shipping Assistant?

A. There is now a Address Book Convertertool that is available via the Message Center that allow users to easily select their 2.2 files and have them
easily converted into a shipping assistant address book file within one-click. If you are having problems successfully converting your files, please read
the ‘checklist’ instructions indicated on the Address Book Converter screen.

Q. I cannot seem to access my existing address book contacts, instead | see a form in which to add or edit an address.
A. Click cancel on the add or edit address book window that is currently displayed. This will close the address book panel and return you to your
address contact information.

Q. It appears that some of my addresses are no longer in Address Book. Where did they go?

A. Conduct the following steps to ensure that there is no filter that is prohibiting specific addresses from displaying
1  Clear out Search For text

Select All Columns in Search dropdown

Select All Addresses in the Show dropdown

Select All link below the Search For box

Click Go next to the All Columns dropdown

a A WODN

Q. Why is the Country dropdown grayed out on my Sender Address in Address Book?
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A. This represents that the current address being viewed is also the same address that is listed as the Sender Address on all of the labels. Since the

sender address can only be a domestic address, the Country cannot be modified until a new Sender address is selected. In order to change the sender
address, click edit sender address. See Address Book and Create Label instructions for more details.

Q. How do | select multiple labels in the address book list?

A. See shortcuts section for further details.

Q. How many addresses can the Address Book hold?

A. The Address Book’s capacity is limited only by the amount of space available on your hard drive.

Q. Can | restore a deleted address?
A. No. Deleted addresses cannot be recovered. When you delete an address, you are asked to confirm the deletion. That is your last change to decide

whether or not you want to delete the address. It is recommended to export addresses you wish to delete in order to archive for future reference.

Q. What can | use address groups for?

A. Groups provide a way to organize addresses. If you run a small business, for example, you might have “Friends”, “Family” and “Customers” groups.

If you run multiple businesses, you could set up an address group for each business.

Q. If | remove an address from a group, does that delete those addresses from the Address Book?
A. No. Removing addresses from a group does not delete those addresses from the Address Book. Addresses removed from a group are marked as

Unassigned (unless previously assigned to another group). You can view them by selecting Unassigned in the Show list.

Q. What is the difference between ‘Export Error Log’ and ‘Export Failed’ Addresses button in the ‘Failed Records’ pop-up in Address book?
A. The Export Error log allows you to view the original row number (from the original .csv imported file), the address as it was imported into Shipping
Assistant, and the reason that the particular line failed. The Export Failed Addresses allows you to simply create a new .CSV of only the failed

addresses from your original imported .CSV file. You can use this new .CSV file to modify any errors noted in the Error Log.
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Import CSV file
Q. What is .CSV file?

A. The comma-separated values (or CSV) file format has each data record on a line, with each record containing data fields separated by commas.

Q. Where can | find a sample .csv file to import so that | can ensure my file properly formatted?

A. Download a sample at the Shipping Assistant Website (http://www.usps.com/shippingassistant/instructions.htm)

Q. How do | get my Address Book from Shipping Assistant 2.2 to import into the newest version of Shipping Assistant?

A. Please contact USPS Customer Care Center (icustomercare@usps.com) for further instructions.

Q. How much time can | expect Shipping Assistant to take to import a file?
A. There is no exact time estimate that will be provided via Shipping Assistant at this time. Please note that the larger the file, the longer the import

process will take, depending on your internet connection status and the time required to standardize these addresses.

Q. None of my addresses imported, why?
A. Verify that all of your proxies are correct in Preferences > Advanced section prior to importing. Since domestic addresses are required be

standardized prior to importing, if your file contains domestic addresses and Shipping Assistant cannot connect correctly, the addresses will fail import.

Q. How can | view which address lines failed during my import process?
A. The ability to view a report of which address lines failed during the import process is currently not available through the user interface at this time. In

order to identify which lines failed, conduct the failed import instructions for further instructions.

Q. | attempt to import a .csv file and the entire application froze.
A. In this case, we recommend ending the task by clicking Ctrl > Alt > Delete, selecting the task, and clicking End Task. This may have occurred

due to a bad file or internet connection. First, refer to the Import Address Specifications section in the user guide to ensure that your .csv file is correctly
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formatted prior to importing into Shipping Assistant. Then re-launch, and try again. If you are still having problems, contact
icustomercare@USPS.com.

Q. I re-imported a .csv file and expected some of the addresses to be overwritten, but instead the system created a whole new address
record. Why?

A. The system recognizes whether or not an imported address is the same as an existing address record if and only if the ‘short name’ detailed is the
same. If you initial did not provide a ‘short name’ for each address record upon importing, the system will have created a short name for you; therefore it
is recommended that you export the entire address book (which will include the associated short names) if you wish to make modifications offline and
then e-import.

Q. In the ‘Failed Records’ detailed pop-up, is the row numbers referring to my original .csv file that | imported or is it referring to the new .csv
file that can be exported by clicking ‘Export Failed Addresses’ from the Failed Records pop-up.
A. The row numbers referenced on the Failed Records pop-up references the row number on the original imported .csv file. The new .csv file that can

be created of ONLY failed addresses is to allow users to easily pull out failed address lines.

Shipping Cart
Q. Why don’t my PENDING labels automatically turn to READY status once I've plugged back online.
A. You must manually prepare the labels when online by check those labels you wish to prepare in the Shipping cart and clicking the Prepare button.

Automatic processing of labels when connected ONLINE is currently not available at this time.

Q. Is there anyway to make my labels go from PENDING to READY without printing?
A. Yes, check labels you wish to process in the Shipping cart and click Prepare.

Q. What is a PENDING shipping label?
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A. Shipping Assistant must be able to communicate with a USPS Server to process and create your shipping label. When communication isn’t possible,
you cannot print labels — you can only save them to the Shipping Cart. In the Shipping Cart, these labels with have PENDING in the Status column. You

can print pending labels from the Shipping Cart after communication is established (Connection Status light at the bottom of the Shipping Assistant is

green). See Detailed Description of Shipping Cart Status’ for further details.

Q. | printed a label in the Shipping Cart and now it’s gone. Where is it?
A. All printed shipping labels are listed in the My Shipments page (click the Review My Shipments button near the top of Shipping Assistant to see the
list).

Q. Can | restore a deleted shipping label?
A. No. Deleted shipping labels cannot be recovered. When you delete a shipping label, you are asked to confirm the deletion. That is your last chance

to decide whether you really want to delete the label.

Q. How do | select multiple labels in the shipping cart list?

A. See Shortcuts section for further details.

Print Label and Shipping Cart

Q. Can | print a specific range of pages via the Shipping Cart like | can when printing a label immediately?
A. No. A specific page range for printing can only be specified when printing a label immediately. If desired, you can ‘edit’ any label from the cart and

then click ‘Print’ to specify a specific page range; otherwise ALL pages will be printed for any label directly printed from the Shipping Cart.

Q. When I click ‘print’ from the ‘print preview’ view in the Shipping Cart, nothing happens and my label does not move to ‘Review My
Shipments’
A. Most likely, you are OFFLINE and your default printer is a network printer (vs. a local printer). Since network printers require you to be connected

to the network, you must be ONLINE in order to print or if you wish to print READY labels offline, change your default printer to a local printer.
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Q. What are the different types of 4x6 labels that are eligible to be printed two-per page when indicating print preferences?
A. 4x6 labels include

e Domestic Priority Mail

e Domestic Priority Mail Flat Rate Envelope

e Domestic Priority Mail Flat Rate Box

e Domestic First Class Mail Flat

e Domestic First Class Mail Parcel

e Domestic Bound Printed Matter

e Domestic Library Malil

e Domestic Media Mail

e Domestic Parcel Post

e International Priority Mail Flat Rate Envelope

e International First Class Mail International
Q. Why aren’t the receipts/mailing instructions pages for my 4x6 labels printing out?
A. Prior to printing if you specify that you wish to print two 4x6 labels per page, Shipping Assistant will NOT print any of the corresponding receipt or

mailing instructions page associated with the labels.

Q. Is it possible, when printing two 4x6 labels on one page, for an international label and a domestic label to be printed on the same page?
A. Yes.

Review My Shipments

General
Q. Is there a way to check the status of ALL my labels in Review My Shipments?
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A. Yes. Verify that none of your labels are checked, and click check status. You will be asked to confirm whether or not you wish to check the status

of all of the labels in your Review My Shipments table, as it may take sufficient processing time.

Q. Why aren’t any of my tracking details displaying when | click the tracking number hyperlink?
A. In order to view tracking details under Review My Shipments section, you must exit out of the Carrier Pickup view by clicking hide carrier pickup
and be ONLINE.

Carrier Pickup
Q. When I click Cancel and Reschedule Carrier Pickup, will my previous request be cancelled?
A. Yes. Upon re-scheduling your carrier pickup please note that a new confirmation number will be available upon completing your request. See

Cancel and Reschedule Carrier Pickup instructions for more details.

Q. | selected (i.e. highlighted) a label in Review My Shipments and clicked Create Carrier Pickup, but none of my packages moved over to
the Carrier Pickup view, why?
A. You must check which items you wish to include in your Carrier Pickup package prior to clicking Create Carrier Pickup. Clicking Create Carrier

Pickup without checking any items will simply create a blank Carrier Package form in which you can then add and remove labels.

Q. | selected a label to be added to my carrier pickup and it no longer appears under my Review My Shipments view.

A. When creating a carrier pickup, any labels that have been added to the Carrier Pickup package will temporarily not display in the Review My
Shipments table. Once you have completed scheduling your Carrier Pickup, the labels that are a part of the Carrier Pickup package will reappear in
your Review My Shipments table and will include a confirmation number in the last column of the table to illustrate that they are part of a Carrier

Pickup.

Q. In the Carrier Pickup view, | placed a checkbox next to the labels | wished to schedule my package with, but after scheduling it appears
that all of my labels were scheduled.
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A. Clicking the checkboxes only relates to the Remove from Carrier Pickup button. If you do not wish to include labels currently in your Carrier

Pickup view, you must first check those labels and click Remove from Carrier Pickup prior to Scheduling the Carrier Pickup.

Q. Why won’t Shipping Assistant let me cancel, or modify a Pickup?
A. Carrier Pickups can only be cancelled and/or modified prior to 2AM CST of the day of the pickup. Any modifications at this time are prohibited.

Q. I clicked on show scheduled pickups, but do not see a list of all my scheduled carrier pickups.

A. Click close on the Carrier Pickup view that you are currently on. Upon completing this action, you will be returned to a list of all scheduled Carrier
Pickups.

Q. Why doesn’t the Schedule Carrier Pickup button do anything when | click it?

A. A Carrier Pickup must include at least one domestic Express Mail or Priority Mail package, so review the packages you've selected to be sure one

such package is present. Also, make certain all required fields are filled in.

Q. Can | schedule a Carrier Pickup for next week?

A. No. Carrier Pickups can only be scheduled for the next scheduled delivery day.

Q. Can | remove a package from a scheduled Carrier Pickup?
A. No. Once a pickup is scheduled you cannot remove a package from it without canceling the current pickup. Shipping Assistant makes canceling
and editing labels in a package easy by making use of the Cancel and Reschedule Carrier Pickup functionality. See Cancel and Reschedule Carrier

Pickup section for more detalils.

Shipping Tools

Domestic/International Rate and Service
Q. Where can | view Express Mail Service Commitments?
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A. Click on the Overnight to Most Areas hyperlink once you have calculated the rate for Express Mail in the table

Tracking
Q. Why can’t | add certain tracking numbers to the tracking table?
A. If a tracking number does not have a status that is deemed valid (i.e. information has been archived), a message will immediately appear indicating

why the tracking number is invalid.

Address Verification
Q. What does address verification do?
A. Address verification compares the address you entered to the USPS list of known addresses. If you entered an address incorrectly (wrong ZIP

Code or misspelled street name, for instance), verification automatically updates the address fields with the correct information.

Q. What happens if an address can’t be verified?
A. If Shipping Assistant cannot verify an address, it will display a message identifying a possible problem. Correct the problem and try verifying the

address again.

Q. Why does address verification change addresses to all uppercase letters?
A. USPS has standardized on uppercase letters to eliminate capitalization inconsistencies during information processing and automated mail

processing.

Preferences

Q. Why aren’t my preferences taking affect?

A. In order to avoid overwriting existing information entered on the labels, you must either click clear all label fields on each of the respective labels
and/or finish either printing or saving to cart. Exiting and re-launching Shipping Assistant will also allow preferences to take affect immediately for all
labels.
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Q. Can | have different preferences setup for different Sender Addresses within the same copy of Shipping Assistant?
A. Yes. Every time you select a new Sender Address by clicking edit sender address in the Create Shipping Label section, a new profile is created

and new preferences can be set. Please note that when a new sender address is selected, all preferences defined in the previous sender address are
automatically duplicated. In order to reset preferences to blank for all fields, click reset preferences in Preferences.

Q. If | recreate a label, will the Sender Address’s preferences that are populated in the Sender field take affect after | print the current label?
A. No. Recreating labels from Review My Shipments only temporarily populates the Sender Address in the respective label. After printing/saving to
cart, the current Sender addresses’ preferences will populate the create shipping label fields.

Q. How can | tell which addresses | have created preferences for?
A. This functionality is not available at the current time. You can only view the preferences that have been saved for the current Sender Address.

Q. What do the preference settings do?
A. Most of the preferences automatically populate fields when you are creating labels. By presetting fields to the values you use most often, you will
reduce label creation time and minimize errors.

Q. Do | have to fill in every preference field?
A. No fill in just the fields that will be the same for most labels. Preference fields you don’t fill in will remain blank (or at least their default settings)
when you create labels.

Q. If | set preference fields, will | have to use those values in every label?
A. No. When you are creating labels, you can override any pre-populated field.

Q. How should I set the Connection Preferences in the Advanced tab?
A. In most cases, select the Use Internet Explorer option. If you have a proxy server, select the Use Proxy Server option and fill in the Address and
Port. If you aren’t certain which option to select, check with your System or Network Administration.

Q. What does ‘Specify Print Preferences’ checkbox represent?
A. If this is checked, you will have the ability to view the enhanced print preferences page during every print job from the Shipping Cart. This will allow
you to indicate special print features such as ability to print two 4x6 labels on a single page or print preview a set of selected labels prior to printing.
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Message Center

Q. Why is the Message Center tab yellow?
A. The Message Center is yellow when new information is available from USPS. When you open the Message Center, the tab changes back to red.

Q. What kinds of information shows up in the Message Center
A. What you see in the Message Center may change from day to day. Messages may include USPS news, Shipping Assistant announcements and
tips, special promotions and information from USPS partners.

Q. How can | save information | see in the Message Center?
A. Click the Print button to print all of the messages.
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Chapter 18. Appendix
Domestic Service Descriptions

Express Mail / Own Packaging = Next day delivery by noon or 3:00pm to many U.S. destinations. Delivery to most locations 365 days a year, including Sundays and
holidays at no extra charge. Must be mailed by scheduled acceptance time. Official USPS packaging and stickers is required for domestic Express Mail; these can be
purchased online at the Postal Store or at your local retail Post Office for free.

Express Mail / Flat Rate Envelope (12.5” x 9.5”) = Next day delivery by noon or 3:00pm to many U.S. destinations. Delivery to most locations 365 days a year,
including Sundays and holidays at no extra charge. Must be mailed by scheduled acceptance time. Official USPS packaging and stickers is required for domestic
Express Mail; these can be purchased online at the Postal Store or at your local retail Post Office for free.

Priority Mail / Own Packaging = For sending a package up to 70 pounds and maximum length plus girth of 108 inches. Delivery is made in an average of 2 to 3 days.
Official USPS packaging and stickers is required for domestic Express Mail; these can be purchased online at the Postal Store or at your local retail Post Office for free.
Priority Mail / Flat Rate Envelope (12.5’ x 9.5”) = For sending a document for one rate, regardless of weight. Delivery is made in an average of 2 to 3 days. Official
USPS packaging and stickers is required for domestic Express Mail; these can be purchased online at the Postal Store or at your local retail Post Office for free.
Priority Mail / Flat Rate Box (11.25” x 8.75” x 6”) = For sending a package for one rate, regardless of weight. Delivery is made an average of 2 to 3 days. Official
USPS packaging and stickers is required for domestic Express Mail; these can be purchased online at the Postal Store or at your local retail Post Office for free.
Priority Mail / Flat Rate Box (14” x 12” x 3.5”) = For sending a package for one rate, regardless of weight. Delivery is made an average of 2 to 3 days. Official USPS
packaging and stickers is required for domestic Express Mail; these can be purchased online at the Postal Store or at your local retail Post Office for free.

Priority Mail / Small Flat Rate Box (8.625” x 5.375” x 1.625”) = For sending a package for one rate, regardless of weight. Delivery is made an average of 2 to 3 days.
Official USPS packaging and stickers is required for domestic Express Mail; these can be purchased online at the Postal Store or at your local retail Post Office for free.
First Class Mail / Flat = First-Class Mail is used for personal and business correspondence. It includes postcards, letters, large envelopes, small packages, and any
item weighing 13 ounces or less.

First Class Mail / Parcel = First-Class Mail is used for personal and business correspondence. It includes postcards, letters, large envelopes, small packages, and any
item weighing 13 ounces or less.

Media Mail = For sending a small or large package, or a thick envelope. Contents limited to books, manuscripts, sound recordings, recorded videotapes and recorded
computer-readable media.

Library Mail = For sending an item to or from a school, college, university, public library, museum, or herbarium or a nonprofit religious, education, scientific,
philanthropic (charitable), agricultural, labor, veterans, or fraternal organization or association.

Parcel Post = For sending a small or large package, thick envelope or tube containing gifts or merchandise
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Domestic Service Options

Summary: The list below displays the weight limit and size options available for each of the domestic mail service container options

V' Express Mail : Standard/Own Packaging weight limit is 70 Ib. 0 0z. & size options are Standard and Large
V' Express Mail : Flat Rate Envelope weight limit is 70 Ib. 0 0z. & size options are Standard

\' Priority Mail : Standard/Own Packaging weight limit is 70 Ib. 0 0z. & size options are Standard and Large
\' Priority Mail : Flat Rate Envelope weight limit is 70 Ib. 0 0z. & size options are Standard

V' Priority Mail : Flat Rate Box weight limit is 70 Ib. 0 0z. & size options are Standard

V' Priority Mail: Large Flat Rate Box weight limit is 70 Ib. 0 0z & size options are Standard

\' Priority Mail: Small Flat Rate Box weight limit is 70 Ib. 0 0z & size options are Standard

V' Priority Mail: Rectangular weight limit is 70 Ib. 0 0z & size options are Large

V' Priority Mail: NonRectangular weight limit is 70 Ib. 0 oz & size options are Large

\ First Class Mail : Parcel weight limit is 0 Ib. 13 0z. & size options are Standard and Large

V' Library Mail weight limit is 70 Ib. 0 0z. & size options are Standard and Large
V' Media Mail weight limit is 70 Ib. 0 0z. & size options are Standard and Large

\ Parcel Post weight limit is 70 Ib. 0 oz. & size options are Standard, Large and Oversize
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International Service Descriptions

Express Mail International = Expedited air service to 190 countries with delivery time average of 3-5 business days and a service guarantee to
select destinations. Tracking available and free insurance up to $100. Check destination country weight limitations.

Priority Mail International = Accelerated air service with 6 - 10 average business day delivery. Tracking available to major destinations with
ordinary indemnity included at no additional cost.

First Class Mail International = Airmail service worldwide up to 4 pounds. Registered Mail service is available.

International Service Options
Summary: The list below displays the weight and content item limits for each of the international mail service options
V' Express Mail International weight limit is 70 Ib. 0 0z & content item limit is 30 items. Note: by choosing ‘Express Mail International’

the Abandon option of In Case Of No Delivery will be disabled

Priority Mail International weight limit is 70 Ib. 0 oz. & content item limit is 30 items.
Priority Mail International / Flat Rate Box weight limit is 20 Ib. 0 0z. & content item limit is 30 items.
Priority Mail International / Flat Rate Envelope weight limit is 4 Ib. 0 oz. & content item limit is 5 items.

Priority Mail International / Large Flat Rate Box weight limit is 20 Ib. 0 0z. & content item limit is 30 items.

2 2 2 2 2

Priority Mail International / Small Flat Rate Box weight limit is 4 Ib. 0 0z. & content item limit is 5 items.

Y First Class Mail International weight limit is 4 Ib. 0 0z. & content item limit is 5 items.
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Order Self-Adhesive Labels

(https://www.labeluniverse.com/store/index.cgi?function=items&cat=

US_Postal_Service_Shipping_Labels)

Order Shipping Supplies (https://shop.usps.com/)

Domestic Mail Manual

(http://pe.usps.gov/text/dmm300/dmm300_landing.htm)

International Mail Manual (http://pe.usps.gov/text/imm/welcome.htm)

IMM Special Services (http:/pe.usps.gov/text/imm/immc3_001.html)

General Information

1-800-ASK-USPS®® or (800) 275-8777

Hours of Operation:

Monday through Friday from 8:00 a.m. to 8:30 p.m. (Eastern Time)
Saturdays from 8:00 a.m. to 6:00 p.m. (Eastern Time)

Closed Sundays and Holidays

i
=
Domestic Package Tracking ')
1-800-222-1811
Hours of Operation:
Monday through Friday from 7:30 a.m. to 10:30 p.m. (Eastern Time)
Saturdays, Sundays and Holidays from 9:00 a.m. to 8:00 p.m.

(Eastern Time)

International Package Tracking

1-800-222-1811

Hours of Operation:

Monday through Friday from 8:00 a.m. to 9:30 p.m. (Eastern Time)
Saturdays from 9:00 a.m. to 7:00 p.m. (Eastern Time)

Closed Sundays and Holidays

TDD/TTY

1-877-TTY-2HLP (877-889-2457)

Hours of Operation:

Monday through Friday from 7:30 a.m. to 10:00 p.m. (Eastern Time)
Saturdays from 8:00 a.m. to 8:00 p.m. (Eastern Time)

Sundays and Holidays from 9:00 a.m. to 8:00 p.m. (Eastern Time)

USPS Internet Customer Care Center: icustomercare@USPS.com
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Chapter 20. Glossary

Add to: add an address to multiple groups

APO/FPO information: describes mailing conditions for sending a mail piece to a military address

Carrier Pickup Location: identifies where the package will be left for pickup

Check Status: updates the tracking status of selected labels

Contents: general description of the package contents

Country of Origin: the country from which the item(s) being mailed originated from

Create Carrier Pickup: creates a new carrier pickup

Create EMR Label: creates Electronic Merchandise Return Label for a domestic label that has already been printed

Customer Reference #: a number identifier chosen by the user for the recipient

Default Sender Address: Indicates the address currently displayed in the Sender Address for all of the labels. This address is the same
address that displays on the Summary tab of the Preferences link, indicating that saved preferences are tied to this Sender Address.

Delivery Confirmation Service: provides date, ZIP Code and time your package was delivered

Edit Sender Address: changes/modifies sender address for the selected shipping label

Error: label has errors that need to be corrected

Export Addresses: copies selected addresses into a .csv file and saves them in a user defined location

Get From Address Book: inserts a recipient address into the selected shipping label from the Address Book

HS Tariff Number: A 6-10 digit number used to classify products for customs purposes as a means amongst international business community to

standardize import/export classifications. When users ship products internationally, they are required to assign products this 6 - 10 digit long code

©Copyright 2009. The United States Postal Service©. All Rights Reserved. Terms of Use. 231



SHIPPING ASSISTANT USER GUIDE — CHAPTER 20. GLOSSARY
=
that complies with the HS (Harmonized System) standard. All businesses required to determine/assign code. Selling a single item, however,sﬁi
as from an auction site, internationally may not require a HS number, only a customs form.

Import Addresses: imports a .csv file of addresses into the address book

In: searches in a chosen field of a table for the criteria entered in ‘Search for’

Ordinary indemnity: a value that is associated with a Priority Mail International label that is essentially insurance that is built-into the price of
the service. When the Ordinary indemnity value that is covered by Priority Mail International label is greater than the value of contents,
then you do not have to pay any extra charge for coverage of your shipping package

Mailing Permit: Permission to mail at bulk (presorted) rates

Move to: move an address from one group to another

No Holiday Delivery: will not deliver the Express Mail package on a Holiday

Non-Machinable: mail pieces that cannot be sorted on mail processing equipment because of size, shape, content, or address legibility. Such mail must
be processed manually

No Weekend Delivery: will not deliver the Express Mail package on a Weekend

Oversized Rate: Parcel Post rate for pieces exceeding 108 inches but not more than 130 inches in combined length and girth

Package ID: An ID created/specified by the retailer to associate a label to a product, or customer. It really is wholly retailer defined. It is an identifier of
the package coming back that a retailer may or may not choose to use

Permit Number: The Permit account number owner guarantees payment of the proper postage and fees on all returned merchandise return service
articles distributed under the permit holder's permit number. Permit information can be obtained from your local Post Office.

Pending: label is in queue

PS Form 3152: A Confirmation Service certificate that is required for Priority Open and Distribute containers.
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Product Tracking Service (PTS): The system that provides the delivery status of Priority Mail, Express Mail, and Package Services (Parcel Post,vj
Bound Printed Matter, Library Mail, and Media Mail) packages with Delivery Confirmation.

Quantity: number of items being shipped

Ready: label is ready to be printed

Recreate Label or Form: recreates a label or form that has already been printed

Request Service Address: directs the Postal Office on how to handle a mail piece that cannot be delivered

Return Label: prints the recipient a preprinted label to use if they send the mailed item back to the sender

Save to Address Book: saves the recipient address information to the Address Book

Search for: searches a table for the criteria entered in the text box

Send Email to Recipient: generates and sends an email to the recipient informing them of shipment details

Separate Receipt: prints a separate receipt showing details about the shipping label

Service: lists the mail service types available to ship a package

Ship Date: the date the package will be delivered to the postal service

Ship from ZIP Code: identifies the ZIP Code from which the package is being shipped if different from the sender address

Show: shows only the group or status selected in the table

Signature Confirmation Service: provides date, ZIP Code, time your package was delivered and requires a signature from the person who
accepts the package

Unit Value $: represents the value of a single item. For example, a box of 50 pens is worth $1.00; therefore the unit value is $1.00.

Unit Weight: represents the weight of a single item. For example, a box of 50 pens weights 1 Ib 0 ounces; therefore the unit weightis 1 1b 0

ounces.
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Value of Contents: identifies the value of the contents being shipped

Waive Signature: authorizes delivery of an Express Mail piece without obtaining a recipient signature
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