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Overview

The Enhanced Click-N-Ship® experience is catered specifically towards business account customers that
create multiple labels a day. The Enhanced Click-N-Ship® application allows business account customers
and personal account customers to more efficiently create and pay for labels beyond the current Click-

N-Ship® capabilities.

For more information on the Enhanced Click-N-Ship® application, see Enhanced Click-N-Ship® Overview.

As of July 14%™, 2024 the following new features and services are available on the Enhanced Click-N-Ship®
application:

e All customers will now be required to accept the Enhanced Click-N-Ship® Terms and
Conditions agreement via pop-up modal before being able to use the Enhanced Click-N-
Ship® application (refer to page 6 for more details).

e All customers that are part of the Free Matter for the Blind (FMB) Program will now have
the ability to ship eligible mailpiece’s free of postage through eligible services (refer to
page 39 for more details).

e All customers will now the ability to choose Rithum as a Marketplace option when using

the File Upload (Import Labels) label creation method (refer to page 118 for more details).

This user guide will also cover all of the current features within the Enhanced Click-N-Ship® application
and will serve as a step-by-step guide on how to use them.

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


https://faq.usps.com/s/article/Enhanced-Click-N-Ship-Experience-CNSv2#uploading_labels
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Enhanced Click-N-Ship®
How to Access the Enhanced Click-N-Ship®

Application

Within the following section, you’ll receive step-by-step guidance on how to access the Enhanced Click-N-

Ship® application.



How to Access the Enhanced Click-N-Ship® Application

1) Sign into the Enhanced Click-N-Ship® application
a) Navigate to the Enhanced Click-N-Ship® log in page.
b) Enter your USPS® username and password.
c) Click Sign-In and wait to be redirected to the Enhanced Click-N-Ship® landing page.

=2 USPSCOM
Sign In To Your Account

Already have an account?
Enter Your Username and Password @ New to USPS.com?
- indicates a required field Create a USPS.com Account to...

« print shipping labels.

* Username.

request a Package Pickup.

l ] « buy stamps and shop.

* manage PO boxes.

* Password = print custom forms online.

« set a preferred language.

T

Forgot your username? @

file domestic claims.

Forgot your password? @

2) Accept the Enhanced Click-N-Ship® Terms and Conditions
a) Once logged into the Enhanced Click-N-Ship® application, you will be presented with a
Terms and Conditions pop-modal.
b) Select | Agree to proceed to using the Enhanced Click-N-Ship® application as usual.

Welcome to USPS® Click-N-Ship®

Please agree to the Terms and condition to proceed to this site.

TERMS USE USERS ON USPS®
CLICK-N-SHIP® VERSION 2 (CnS2)

Tris Terms of Use Agresment (this *Agreement’)is a legal agreement
between () you (the “Inivicual™, (i) the company, entity, or organization that
you are representing, # any (the “Company,” and together with the Individual,
Collectively, “You" “Your" “Customer” or “User”) and (i the United States
Postal Service®, an Independent Establishmant of the Executive Branch of
the United States Federal Government ("USPS" o “Postal Service or “We").

This Agresment sats forth the terms and concitions for Your use of the
USPS® Click-n-Ship® Version 2 appiication (\CnS2" or *Service"), an online
Intertace that allows You to print iadels for USPS domestic and intemational
malling services as well as allowing You to get information related o Your
business shipping needs. It aiso allows You to access labels and information
and receive prefarmed, non-public. confidential and proprietary rates through
Business Rate Card on Cikck-N-Ship. This Agreement is between You and

Reference the full policy hese

-l



https://cnsb.usps.com/

Enhanced Click-N-Ship®
Label Creation Methods

Within the following section, you’ll receive step-by-step guidance on creating both international and

domestic label(s) via our different label creation methods.



How to Create a Domestic Label
Create a domestic label for a single recipient following the steps below.

1) Begin Single Label Creation Process — Two Options
a) Option 1: Click on Create a Single Label located on the landing page.

- - 2
Click-N-Ship® T can
Label Manager / ShippingHistory / AddressBook / USPSConnect , Preferences

Sign Up for a Click-N-Ship® Business Rate Card and Save

Get Lower
Rates You will have access to non-published, discounted pricss for your business shipping needs. Get

discounted business rats pricss for Priority Mail® and USPS Ground Advantsgs™ postage purchasss.

. e
Hi, Ted! What's in your Label Manager?
Welcome to the new Click-N-Ship Enhanced Shipping experience! Here you 519 3466
can view your account information, start your Click-N-Ship experience,
access previous lsbels, creste new labels, manage your address book, and ° Labals @ Complele Labdly
more!

20 1

- L] late
View Label Manager Baiches Complete Batches

Want to create an Enterprise Payment Account (EPA) to pay and manags services online through a single

account? Create one today or read mere sbout the benefits of the Enterprise Payment System (EPS). Once Create an EPS Account
you create an EPA, activation may take up to 24-36 hours.

Let's get started! How would you like to create your labels?

vl

Create a Single Label Create a Batch Import Labels Start From Address Book

Organize your labsls into &

Create individusl labels manually Impert multiple labels via a File Start multiple labels in Label
. batch and utilize cur . P
within our improved creation Upload and continue editing in Manager by bringing in addresses
streamlined multi-label creation
process. Label Manager. from your Address Bock.

process.

b) Option 2: Click on New Label located on the Label Manager page.

Click-N-Ship® o can

/ Shipping History / Address Book / USPSConnect® / DirectGonnect | Preferences

Al Labels (87) Baiches (72)

m. Use Address Book C' Refresh Add All Complete to Cart >

g New Batch nt ‘Service and Mailpiece Mailpiece Details Extra Services Total Price All Labels v

by date and time created, Each new label will appear at the top of the tabie.

[T File Upload

Bayaloune Priority Mail® Flat Rate  Value: $100 Signature $12.20
Markets) | lan Team LLC Envelope + Add Mailpiece  Confirmation™
4 rt i i il
B Marketplace Impo ERMAN ST Edlll gewuce And Details Insurancs

ABLUFF, NE, 69361-5800 Mailpiece USPS Tracking (@ Added to cart
Electronic Edit Label
Hidden Postage
Edit Extra

Services




2) Verify your Sender Details
The Sender Details section is pre-populated by default based on the address associated with
your account. To change or update this default address, refer to the Preferences tab located at
the top of the landing page.

a) If you are shipping from a different ZIP Code™ than the ZIP Code™ indicated in your
Return Address, please enter the correct shipping from ZIP Code™ in the Ship from a
different ZIP Code™ field. (e.g.: | am shipping items out of a warehouse in Washington,
DC, but items should be returned to my location in New York. | would indicate | am
shipping from Washington DC)

b) To manually edit the Sender Details information (i.e., Return Address, Email, Phone,
Tracking Notifications selections), click Edit to update those fields accordingly.

Sender Details

Each label you create will pre-populate with this sender
information. If you would like to update this information, you may
do so in your Preferences. Otherwise, you can edit each label
once it is uploaded into Label Manager.

Return Addrass

Clark Kent
300 SUPEEMAMN ST
SAM ANTOMIO, TX 78255

Ship from & different ZIP Code™

(a)

Emai Phone

clark kent@gmail.com (F04) ¥80-0000 (b)

ra Edit




c) Enter or verify that your address and contact information is correct.
d) To optinto Tracking Notifications, select the Send me tracking notifications checkbox.

Sender Details

Each label you create will pre-populate with this sender
information. If you would like to update this information, you may
do so in your Preferences. Otherwise, you can edit each label
once it is uploaded into Label Manager.

“First Mame WL “Last Mame
Clark ‘ ‘ Kent
Compzny
“Sirest Address Apt/Suite
(c) 200 SUPERMAN ST ‘ ‘
“City “Siate “ZIP Code™
San Antcnic ‘ ‘ TX - Texss v ‘ 78255

Please confirm or enter your contact information.

Email Phone / SMS Text Messages

{704) 780-0000 ‘

clark kent@gmasil com ‘

(d) [] Send me tracking notifications

.




f)

(e)

Select the Type of Notifications that you want to receive (note, international phone
numbers are currently not supported by the Enhanced Click-N-Ship® application).
Select Save within the Sender Details section to save any changes to the Sender Detail
fields.

Please confirm or enter your contact infarmation.

Email Phone / SMS Text Messages

(704) 780-0000

clark kent@gmail.com ‘

Send me tracking notifications

Send me notifications for

Email Text

] All Below Updates

Expected Delivery
B B s Of Delivery
|:| D Package Delivery
| [] Pickup Availability
L] ] Delivery Exception

O Package In Transit

Privacy Act Statement:

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

11



3) Enter the Recipient Details — Two Options
Within Enhanced Click-N-Ship®, you have the capability to either enter the recipient details
manually or select an address from your Address Book.

a) Option 1: To manually enter the recipient details, simply fill out the fill-in boxes with the

Recipient’s Name, Company (if applicable), Address, City, State, and ZIP Code™.

i. You can save the entered address to your Address Book for later use or reference

by selecting the Save to Address Book checkbox.

Step 1: Enter Recipient Details

Please provide information about the delivery address below. Recipient Information is
reguired before selecting mailpiece services.

USPS® Smart Lockers: Available in select locations, USPS® Smart Lockers let

@ you ship mailpieces to people via self-service pickup at free, secure Smart
Lockers in Post Office™ locations. (Recipient email address required.) Learn
more.

Use Address Book ‘

First Name ML Last Mame

Company

(a) Country

United States of America ~

“Strest Address Apt/Suite

*City ~State “ZIP Gode™

Reference Mumber

(i) I [0 saveto Address Book I
(0__) Stetus Notifications: OFF

[] Held for Pickup at Post Office™

12



b) Option 2: To select a saved address from your Address Book. Click Use Address Book to
access your Address Book.

Step 1: Enter Recipient Details

Please provide information about the delivery address below. Recipient Information is
required before selecting mailpiece services.

USPS® Smart Lockers: Available in select locations, USPS® Smart Lockers let

@ you ship mailpieces to people via self-service pickup at free, secure Smart
Lockers in Post Office™ locations. (Recipient email address required ) Learn
more.

Use Address Book

First Mame ML Lzst Mame

Company

Country

United States of America A%

i. Search for your desired recipient address and click Use This Address. The
selected address should then automatically populate within the Recipient Detail

fields.
X
Address Book
Manage my Address Book > Search results 1-1 of 1 Results per page
]AJIABCDEFGHIJKLI.-‘INDPGRSTUV
Search Contacts —
w X Y 2z
All Contacts (1)
Name (Last, First) Company Location
[ -] KENT, CLARK 300 SUPERMANT ST
CHARLOTTE NC, 33333-0000

UMNITED STATES

Use This Address

13



4) Enter the Reference Number (optional)
a) If you would like to enter a reference number, enter the number in the Reference
Number textbox.

Step 1: Enter Recipient Details

Please provide information about the delivery address below. Recipient Information is
required before selecting mailpiece services.

USPS® Smart Lockers: Available in select locations, USPS® Smart Lockers let

@ you ship mailpieces to people via self-service pickup at free, secure Smart
Lockers in Post Office™ locations. (Recipient email address required.) Learn
more.

Use Address Book ‘

First Mame ML Lzst Mame

Company

‘Country

United States of America “

“Btrest Address AptSuite

“City ~State “ZIP Codea™

Refersnce Mumber

{0 Ststus Notifications: OFF

[ Held for Pickup &t Post Offica™

14



5)

Select Recipient Status Notifications (optional)
Within Enhanced Click-N-Ship®, you have the capability to have the recipient receive shipment

status notifications via email, text, or both (note, international phone numbers are currently not

supported in the Enhanced Click-N-Ship® application).

a) If you would like the recipient to receive email notifications about the mailpiece, select

the Status Notifications toggle from OFF to ON.

Step 1: Enter Recipient Details

Please provide information about the delivery address below. Recipient Information is
required before selecting mailpiece services.

USPS® Smart Lockers: Available in select locations, USPS® Smart Lockers let

@ you ship mailpieces to people via self-service pickup at free, secure Smart
Lockers in Post Office™ locations. (Recipient email address required ) Learn
more.

Use Address Book |

First Mame WL Last Name

Company

Country

United States of America w

“Strest Address AptSute

“Gity =State “ZIP Coda™

Refersnce Mumber

{C__) Status Notifications: OFF

[] Held for Pickup at Post Office™

15



(b)

(c)

b) Enter the recipient’s Email Address and / or Phone Number (domestic only).

c) Select the Type of Notifications that you want the recipient to receive.

[ save to Address Baok
@D Ststus Notifications: ON

Please confirm or enter the recipient's contact information.

Email Phone / SMS Text Messages
|

Select updates sent to recipient.

Email  Text

O | All Below Updates

O | Expected Delivery

O O D&y OFf Delivery

] ] Packags Delivery

O | Pickup Availability

] 1 Delivery Exception

] [l Packags In Transit

Privacy Act Statement:

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

[1 Held for Pickup at Past Office™

16



6) Select Hold For Pickup (optional)
If you would like to have your mailpiece held at a designated Post Office™ location for

a)

pick-up, select the Hold for Pickup at Post Office™ checkbox.

Step 1: Enter Recipient Details

Pleaze pravide information sbout the delivery address below. Recipient

Information is required before aslecting mailpisce services.

USPS® Smart Lockers: Available in select locations, USPS®
I:D Smart Lockers let yvou ship mailpieces to people via aslf-service
pickup at free, secure Smart Lockers in Post Office” locations.

(Recipient email address required.) Learn more.

Use Address Book ‘

First Mams LUR Last Mame

COMmpENy

Country

United States of America

“Strest Address AptiSulte

“Ciy “State “ZIR Coda™

‘ ‘ Al - Alabama W ‘ ‘

[ save to Address Book

(I__) Status Motifications: OFF

[ Held for Pickup at Post OfficeT™

17



b) Once you have selected the checkbox, enter the ZIP Code™ in the search box to find the
nearest Post Office™ location available for pickup.

Step 1: Enter Recipient Details

Pleaze provide information about the delivery address below. Recipient
Information is required before aslecting mailpiece services.

USPS® Smart Lockers: Available in select locations, USPS®

CD Smart Lockers let yvou ship mailpieces to people via aslf-service
pickup at free, secure Smart Lockers in Post Office” locations.
(Recipient email address required.) Learn more.

Use Address Book ‘
First Hame ML Last Mame
CompeEmy
Country
United States of America W
“Strest Adoress AptiSulte
“Clty “State “ZID Coda™
‘ ‘ Al - Alabama w ‘

[] save to Address Book
(T Status Metifications: OFF
B Heold for Pickup at Post Office™

“Enter & ZIP Coda™

| a

18



c) Select the desired Post Office™ from one of the options displayed.

B Hoid for Pickup &t Post Office™

“Enter & ZIP Coda™

25262

MNearest Location(s)

The shipment will be held until the recipient can pick it up.

(O NEWELL

9987

() DERITA

(O WT HARRIS

9598

£ NORTH TRYON
£700 M TEYOM ST CHARLOTTE, NC 28213-9793

&105 OLD COMNCORD RD NEWELL, NC 28126

2505 DERITA AVE CHARLOTTE, NC 28283-9638

3515 DAVID GO ROy CHARLOTTE, NC 25269-

Available Services:
Pricrity Mail
Express®
Pricrity Mail®
SPS Ground
Advantags™

Post Office Hours (@)

Available Services:
Pricrity Mail
Express®
Pricrity Mail®
SPS Ground
Advantags™

Post Office Hours (@)

Available Services:
Pricrity Mail
Express®
Pricrity Mail®
USPS Ground
Advantags™

Post Office Hours (@)

Available Services:
Pricrity Mail
Express®
Pricrity Mail®
SPS Ground
Advantags™

Post Office Hours (@)

19



d) If you would like to receive text and / or email notifications to notify you or the recipient
that the mailpiece is ready for pickup, enter the email and / or phone number in the
textboxes under Notify Me / Recipient When Ready for Pick-Up.

Text and Email Motifications v

Matify Recipient When Ready for MNotify Me When Ready for Pick Up

Pick Up

“Emall “Emall
Recipient Email Sendazr Email

“Phione J Text Messags “Phone S Text kiessags
Recipient Phone Mumber Sandar Phone Numbar

20



7) Select Hazardous Material Type (If Applicable)

a)

b)

Select ‘Yes’ if your mailpiece contains any potential hazardous or dangerous material
such as batteries, perfume, paint, aerosols, and more (click on ‘View examples of
mailable and nonmailable hazardous materials’ for a detailed list).

Select ‘No” if your mailpiece does not contain any hazardous or dangerous materials.

Does this parcel contain anything potentially hazardous?

FPotentially hazardous items may include batteries, perfume, paint, aeroscls, and more.
View examples of mailable and nonmailable hazardous materials (HAZMAT).

Do Not Mail Mercury! Mercury is a hazardous, silver liquid metal. Mercury is inside many
older devices like thermometers, blood pressure cuffs, thermostats, and switches. Learn
Morg

*Are you shipping dangerous goods or hazardous materials? @

) Yes
) Ne

Notice: By clicking MO, you are confirming that your package does not contain any
Hazardous Materials or Dangerous Goods. Shipping improperly prepared, undeclared, or
prohibited HAZMAT can result in civil and criminal penalties under federal law.

21



c) IfYESis selected, read through the HAZMAT example items pop and select | understand
to proceed with selecting a category type.

HAZMAT

The following items are considered hazardous materials (HAZMAT) or Dangerous Goods

Here are examples of HAZMAT items which are regulated in the mail:

Mailable HAZMAT HAZMAT (|

Aerosol spraye Air bags

Batteries (non-spillabls) Ammunition

Dry lce Bulk shipments of HAZMAT

Flarmmable liquids Dynamite

Lighters (USPS authorization required) Fireworks

Lithium Batteries Gasoline

Matches High Powered Lithium Batteries (i.c., bikes, electric cars, scooters)
Nail Polish Remover *Mercury

Perfume Pure Acetone

Propane

*Do Not Mail Mercury! Mercury is a hazardous, silver liguid metal. Mercury is inside many clder
devices like thermometers, blood pressure cuffs, thermostats, and switches. Learn More

Mote: This is not an all inclusive list of mailable or prohibited items. Please refer to USPS
Publication 52 (Pub 52) for quantity, packaging. and labeling guidance for mailable items and/or to
ensure your shipment is not prohibited in the mail.

ippi properly prep declared or prohibited HAZMAT can result in civil and
criminal penalties under federal law. The following tutorial will help you learn how to securely
package, label and ship HAZMAT for domestic destinations through USPS®. View tutorial at
WWW.usps.com/hazmat

’ 1 understand ‘ l Nevermind, | am net shipping HAZMAT

d) Select a category type by clicking on the dropdown button and selecting the HAZMAT
type.

“What type of mailable HAZMAT are you mailing? (if not listed, it may not be mailable.
Learn More]

II Select v I
ir Eligible Ethanol {authorized fragrance and hand sanitizer shipments) -
Toy Propellant/Safety Fuse

Hazardous Materials Class 3 - Package (Hand sanitizer, rubbing alcchol, ethanal base products, flammable liquids etc)

Radicactive Materials (2.g.. smoke detectors, minerals, gun sights, sic. - Special requirements Packaging Instructions 7A requirements)

Air Eligible Corrosive Materials (certain cleaning or tree/weed killing compounds, etc.)

Sesled lead acid batteries

Lithium Batteries - New Individual or spare lithium batteries (marked UN3480 or UN3020 cnly)

Lithium Batteries - Used electronic devices containing or packaged with lithium batteries (markings required)

Lithium Batteries - New electronic devices packaged with lithium batteries (marked UN3481 or UN3091)

Dry Ice (limited to 5 lbs. if shipped via Air}

Lithium Batteries - New slectronic devices installed or packaged with lithium batteries (no marking)

Magnetized Materials

Safety/strike on box matches, book matches, mailable flammable sclids only

Hydrogen peroxide (8 to 20% concentration)

Organic Peraxides

Toxic materials (pesticides, herbicides, etc)

Biological Substance, Category B (i.e., Lab Test) marked UN3373

Excepted Quantity Provision {e.g.. small volumes of flammable liquids, corrosive, toxic or environmentally hazardous materials - marking required)
Surface Only Hazardous Materials (For items that are not listed, but are restricted to surfacs only)

Air Eligible D000 Consumer Commodity (Non-flammable aerosols, Flammable combustible liquids, Toxic Substance, Miscellansious hazardous materials) ¥

22



8) Select the Service Type
a) Select the date you would like the mailpiece to ship (you may select a date up to 3 days

from today).
b) Choose the Mailpiece Type (USPS® Flat Rate Packaging or Choose your own box).

If you select USPS® Flat Rate Packaging, select a service type from the drop
down, and then select View Mailpiece Types.

Step 2: Select Service and Mailpiece Type

Fill out the information below and select your service and mailpiece type.

Shipping Date

Choose & date up to 3 days from today.

07772024

i)

Choose Your Mailpiece Type
© USPS® Flat Rate Packaging

() Choose your own box

Select Your Service and Mailpiece Type

Selecting a Priority Mail Flat Rate® product or a Priority Mail Express Flat Rate® product
requires Usps® provided packaging.

If you plan to ship live animals, please go to your local Post Office™.

Service Type: which shipping method would you like for this mailpiece?

Priority Mail® -

23



(i)

(i)

ii. If you select Choose your own box, please enter the mailpiece weight,
dimensions (if shipping a mailpiece greater than 12” long)

If your mailpiece is not a standard, rectangular box, select the This mailpiece
isn’t a standard, rectangular box checkbox and enter the Girth (if applicable).

Step 2: Select Service and Mailpiece Type

Fill out the information below and select your service and mailpiece type.

Shipping Date

Choose & date up to 3 days from today.

07772024

Bk

Choose Your Mailpiece Type
() USPS® Flst Rate Packaging

Q Choose your own box

“What is the weight of your mailpiece?

| o

Ik

E

Qz

“What are the dimensions of your mailpiece?

Length

Widih

Height

a

0

in‘

in

Thia mailpiece isn't a standard, rectangular booc

gich (@)

a

in‘

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

None

24



iv. If your mailpiece can be considered a non-machinable item, click on the
dropdown and select the characteristic that best applies to your mailpiece.

Step 2: Select Service and Mailpiece Type

Fill out the information below and select your service and mailpiece type.

Shipping Date
Choose a date up to 3 days from today.

0772024

Choose Your Mailpiece Type
) 1USPS™ Flat Rate Packaging

Q' Choose your own box

“What is the weight of your mailpiece?

‘{] b

‘5 oz‘

“What are the dimensions of your mailpiece?

Length Width Height

‘ A in 5 in

[] This msilpiece isn't a standard, rectangular beox

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

None v

Glaas container with more than 24oz of liquid

Metal or plastic container with more than 1 gallon of liguid
Metal-banded parcel

Insecursly wrapped e product
] Can, Roll, or Tube

Woaoden or Metal box

Books or other printed material weighing more than 25 pounds

£0
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(i)

available.
i. Note: USPS Connect® Local Service Types will only be displayed for eligible
addresses. Eligibility is determined by the sender address entered in step 1.

Select Your Service and Mailpiece Type

Selecting a Pricrty Mail Flat Rate® product or a Priority Mail Express Flat Rata® product
requires usps® provided packaging.

If you plan to ship live animals, please go to your local Post Office™.

Earvice Type: which shipping mathod would you like for this mailpiece?

Select g Service -
Priority MelkE 1-3 Day Delvery [ Starting from 57.00
Priority L&l Express® 1-2 Day Deivary | Starting from 530.45
USPS Connect® Local 1-2 Dy Delvery [ Starting from 53.85
USPS Connsct® Local Mall 1-2 Day Delvery [ Starting from 52.65
USPS Ground Advantsge™ 2.5 Day Delvery | Starting from 55,70
USPS Ground Advantage™ Cublc 2-5 Day Delvery | Starting from 568,67
Priority M&lKE Cubic 1-3 Day Delvary | Starting from S5.07

c) Select a Service Type by clicking on the dropdown button and selecting from the options
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9) Select the Mailpiece Type (Two Options)

a) Option 1: For USPS Connect® Local / Mail Service Types — click on the View Mailpiece
Types button and select a mailpiece type from one of the options available based on

your previous selections.

i. Note, the prices and scheduled delivery dates displayed are calculated based on
the Service Type selection, your Return Address, and Recipient Address locations.

Select Your Service and Mailpiece Type

Selecting a Priority Mail Flat Rate® product or a Priority Mail Express Flat Rate® product

requires USPS® provided packaging.

If vou plan to ship live animals, please go to your local Post Office™.

Sarvice Type: which shipping method would vou like for this mailpiece?

USPS Connect® Local

\ View Mailpiece Types

You're shipping with Commercial Pricing.
Enjoy your discounted rates.

Prices are based on shipping USPS Connect® Local from ZIP Code™ 28262 to 28262

on 02/29/2024.

Mailpiece Type Scheduled Delivery Price
O USPS Gonnect® Local Small Flat Rate Bag Same-Day or Next-Day 54.15
g*x 12" Delivery Per Label
o USPS Connect® Local Flat Rate Box Same-Day or Next-Day 54.85
127 x 3-4/27 % 14-1/8" Delivery Per Label
O USPS Gonnect® Local Large Flat Rate Bag Same-Day or Next-Day 54.95
14" x 17" Delivery Per Label

Don't see your Mailpisce Type? Updats your Shipping Date, Package Type, and Service Type to see

other options.
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(i)

(ii)

ii. After the Mailpiece Type is selected, select the Drop-off Location from the
options displayed:

iii. The same-day / next-day drop-off locations that are displayed are determined
by the sender address entered in step 1. To view the full list of locations
available, select Show More Locations.

Choose Your Drop-off Location

Please see the bottom of your label for the address of the postal facility where you must bring your
SCAN form and mailpieces to drop off for processing.

USPS Connect® Local - Destination Delivery Unit ("DDU")

O DDU: NORTHEAST
1820 HARRIS HOUSTON RD CHARLOTTE, NC 28262
Total Distance: 1.5 Miles

For Same-day Delivery, you'll need to drop all your mailpieces off before 6 a.m. local time of your
selected ship date.
~ Mailpieces dropped off later may be delivered the next day.

“ Show More Locations

\ Rockwell
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b) Option 2: For all other Service Types — click on the View Mailpiece Types button and

select a Mailpiece Type from one of the options available based on your previous
selections.

i. Note, the prices and scheduled delivery dates displayed are calculated based on
the Service Type selection, your Return Address, and Recipient Address locations.

Select Your Service and Mailpiece Type

Selecting a Priority Mail Flat Rate® product or a Priority Mail Express Flat Rate® product
requires usps® provided packaging.

If you plan to ship live animals, please go to your local Post Office™.

Service Type: which shipping method would you like for this mailpiece?

Priority Mail Express® . ‘

’ View Mailpiece Types }

You're shipping with Commercial Pricing.
Enjoy your discounted rates.

Prices are based on shipping Priority Mail Express® from ZIP Gode™ T8255 to 69361
on Q7/17/2024.

Priority Mail Express® Drop-0Off Locations

Mailpiece Type Scheduled Delivery Price

(_) Priority Mail Express® Flat Rate Envelope Jul 19, 2024 $26.35
12-7/2" w8172 2.Day Delivery Per Label

(_) Priority Mail Express® Legal Flat Rate Jul 19, 2024 $26.65
Envelope . Per Label
15" 8-1/2" 2-Day Delivery

() Priority Mail Express® Padded Flat Rate Jul 19, 2024 $26.85
Envelope B Per Label
12-1/2" 2 8102 2-Day Delivery
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If you would like to drop off your mailpiece at a nearby Post Office™, select the

ji.
Priority Mail Express® Drop-Off Locations hyperlink to see the near locations

available.
¥
X
Priority Mail Express® Drop-Off Locations
POST_OFFICE Service Commitment
5337 DE ZAVALA RD SAN ANTONIO, TX 78249 2-Day Delivery By 5:00 PM
Drop-off By

500 PM
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10) Enter Content Details (Optional)
The Content Details section is only required for mailpiece’s that require a Customs Form (such as
International or military based addresses).
a) Enter the item description.
b) Enter the Item weight (Ibs.) - if not applicable, enter ‘0’
c) Enter the item weight (oz) - if not applicable, enter 0’
d) Enter the item value.
e) Enter the quantity of the item.
f) Add another item.
g) Enter the mailpiece value.

Step 3: Content Details

Thiz information is required for labels that reguire & customa form.

Item Details
If vou'd like to add items, uas the fislds below.

ltem #1 a
ftem Description (a) ftem ibs (b) pemez  (C)
b= oOF
therm Vs qrr
(d) 5

(e)

"

Mailpiece Details

nalipiscs Valus

5 |o (g)

Enter & vElS Up to and Including $6,000.00
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11) Select Extra Services

a)

b)

If you are interested in adding extra services to your mailpiece(s), please select one of
the available Insurance, Signature, Additional, Delivery, and Return services.

If you would like to give the recipient the option to provide a USPS Electronic Signature

Online® to inform the Shipper that the mailpiece(s) have been received, select the

Signature Confirmation™ option.

(b)

il.

Step 4: Select Extra Services

Please aslect any extra services you would like to add to thiz label.

If you do not want to allow an electronic signature, select Do Not Allow
Electronic Signature.
Note, this service will be FREE for Priority Mail Express® mailpiece’s.

Priarity Mail covers up to 3100 of the mailpiece valus. For mailpisces with &

value over $100, additional insurance can be purchased to cover the

balance.
Insurance

) Mone

© Insurance

Signature Services
) Mone

(O Adult Signature Resricted (D)
Delivery 21 or Older

(O Adulr Signature 21 er Older (D)
Fequired

Free

0 Signature Confirmation™

[0 Do not allow Blectronic Signature

Special Delivery Services

B tide Postageon Leba (D)
Additional Delivery Services
USPS Tracking Blectronic

[ Label Delivery - Outbound

Return Services

This is the only opportunity to create a return labal for this outgoing label.

[ Create a retumn label
“It iz free to create & retum label. You
will only be charged if this raturn |abel
iz usad.

Free

Free

51.25

Free™

32



12) Review Label Summary
Refer to the Label Summary to get a brief summary of your label order. The Label Summary will

be a grey box located at the top right of the page.

Label Summary

Pricrity Mail® Choose Your Own Box $6.73
USPS Tracking Electronic Free
Insurance Free
Total $6.73

Add to Cart ‘ Save

13) Add Label to Cart or Save Label
a) Ifall required information is correct and you would like to proceed to purchase the

label, select Add to Cart.
b) If all required information is correct and you would like to save you label, click save to

save your label to your Label Manager.
i. Note, you can save at any time if Recipient Details are provided. Saving will

allow you to come back to this label later to make any changes prior to
purchasing it.

Label Summary
Priority Mail® Choose Your Own Box $6.73
UUSPS Tracking Electronic Free
Insurance Free
Total $6.73
Add to Cart ‘ Save ‘l
(a) (b)
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14) Select to Ship to a USPS® Smart Locker (Two Options)

If the address that you are sending to is close to a secure, self-service USPS® Smart Locker, you
will be notified via pop-up modal in the Label Cart or a banner in the Label Manager.

a) Option 1: via Label Cart — after adding the label to the cart, you will be notified if a
USPS® Smart Locker is available near the recipient’s address. If you would like to ship
your mailpiece to the USPS® Smart Locker, select Ship to Locker.

A USPS® Smart Locker iz available near
the recipient's address.

The address you're sending to is close to & sscurs,
self-service USPS® Smart Locker. For no extra

cost, you can ship vour package to the USPS®

Smart Locker, where vour recipient can pick it up.

You'll just nesd to provide their email address so

we can email them their pickup code. =

b) Option 2: via Label Manager — after saving the label to the Label Manager, you will be
notified if a USPS® Smart Locker is available near the recipient’s address. If you would
like to ship your mailpiece to the USPS® Smart Locker, select Ship to Locker.

New Label Use Address Book C Refresh Add All Complete to Cart >

This Label Manager table is sorted by date and time created. Each new label will appear at the top of the table.

| Ship Date  Recipient Service and

Details Extra Services Total Price All Labels v

1 D 02/29/2024 Tamala Kent Pricrity Mail Express® Choose 1oz Insurance — Priority Mail ~ $28.95
300 SUPERMAN ST Your Own Box Value: $100

Express
CHARLOTTE, NG 282622550 Edit Service And Mailpiece +Add Msilpiece  Ediit Exira Services bt i (e
Details

A USPS® Smart Locker is available near the recipient's address.

The address you're sending to is close to a secure, self-service USPS® Smart Locker. For no extra «cost, you can ship your mailpiece to the UsPS® Smart
Locker, where your recipient can pick it up. You'll just need to provide their email address so we can email them their pickup code.

Ship to locker
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c) To see the available USPS® Smart Locker locations, select the Radius (10 mi — 100 mi)
dropdown and then select Search.

d) Enter the recipients email address so that they can receive a pickup notification.

e) Choose the USPS® Smart Locker of your choice from the options listed by selecting Ship
Here.

— PR L e,
9 S &
- S v
Find Smart Locker X 3 z o o
5 N )
Street Address cariyle DT B Tie £,
S A s i
Old Doy ® Wy X, & s @
w thy i # e
300 SUPERMAN ST Q I b oot ol 5 7
3 S charLoTi S
3 S £
“City “State “ZIP Code™ = P GLENWOOD o
2 ¥ &
NG - North Garol R o A %
- Noi arolina b % %
Gharlotte 28262 SecREy %) & K %,
S
>l 7
“Radius 3 Z CLAYTON % Latta Park %
5 B ARK — &
( ‘ ) m i ) % &
o Y >
" 3 % & g
i R 4 £
N P - o8 % 0 b
Enter reci pient email address for Elckug notific n. s Byrum Or 140 Ot 2
2 Froedom Park
“Recipient email (required) o4 e
(d) 3 :
[ % %5 s %, = %, 3
) % $ %, 3 %
STEELBERRY 371 GREENBRIAR 2 Yo Hi H %y
1.5 miles away = ACRES 3 WooDs & £ iy, 3 %
o Sl 16
)
NORTHEAST § Post Office™ ELLior
€ Shopton Rd % ®
1820 HARRIS HOUSTON RD /A % 7 o]
3 H i
CHARLOTTE, NC 28262 LEBANON % 4 2 % s
(o) HEIGHTS SPRINGFIELD MD\,\‘ CURRITUCK A 2 2 S@a
cl 11:59 PM AV $
oses 11: v 4 3§
Opennow | = » £ 5
% 4, 5
% k)
MONTCLAIRE H & <
'or Rg g 3
% Je 3 %
W £ YORKWOOD oo M & 4
(e) D) 2 o s $ o
%, BRANDON § s
& o
TWELVE o s, COLONY 5
4.0 miles away OAKS o O ACRES STARMOUNT &
o 09 <
Ra
z w08 Rd
Wt Harris ¥ Post Office™ SOUTHBOURNE g A HUNLI:s’;ngE av%g%;v
WINDSONG o,
3515 DAVID COX RD TRAILS 2
?
CHARLOTTE, NC 28269 eAMBLEWOOD | MEBRON oLoE 2
in 6 GEORGETOWNE
% >
Opennow | Closes1159PM v o 3 &
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15) Review Label Details in Label Cart
a) After adding the label to the cart, review the label information for accuracy.
i. Note, if a USPS® Smart Locker was selected, it will be displayed under Recipient
Section.
ii. Note, if a Connect Local label was created, the drop-off location will be displayed
above the Ship Date section.

Label Cart (2)

< Back to Label Manager

Remove

E ship Date Recipient Service and Mailpiece Mailpiece Details Mailpiece Services Price
1of1 B o1r22/2024 Customer pick up at: Priority Mail® Legal Flat Rate Envelope Walue: $100 Legal Flat Rate Envelope %$8.80
Clark Kent : . -
, Edit ' 200 SUPERIMAN ST USPS Tracking Elactronic ;nee
CHARLOTTE, NC 33333-5354 Insurance ree
(i) , Total Label Cost $8.80
Ship to:
USPS SMART LOCKER
CHARLOTTE, NC 28208-0300
. USPS CONMNECT™ LOCAL - MID CITY CINCINNATI POST OFFICE (1)
( I ) CINCINMATI, OH 45203
Ship Date Recipient Service and Mailpiece Mailpiece Details Mailpiece Services Price
1of1 01/22/2024 Clark Kent USPS Connect™ Local Large Flat Rate Bag Large Flat Rate Bag $4.95
Ed 32 E COURT ST AFT & USPS Tracking Electronic Fraa
# Edt CINCINNATI, OH 45202-1114
Total Label Cost 54.95
UsPs® Shipping Supplies
Add labels, tape, boxes and shipping supplies to the label order.
+ Add Shipping Supplies
X Remove All Order Total: $13.75
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How to Create a Domestic Label as a Free Matter for the Blind User

Create a domestic label for a single recipient free of postage through our eligible services if you are a
qualifying member of the Free Matter for the Blind Program (FMB) by following the steps below.

1) Begin Single Label Creation Process — Two Options
a) Option 1: Click on Create a Single Label located on the landing page.

- - 2
Click-N-Ship® \ET can
Label Manager / ShippingHistory ; AddressBook / USPSConnect ; Preferences

Sign Up for a Click-N-Ship® Business Rate Gard and Save

Get Lower
Rates You will have access to non-published, discounted prices for your business shipping needs. Get

discounted business rate prices for Priority Mail® and USPS Ground Advantage™ postage purchases.

Hi, Ted! What's in your Label Manager?

Welcome te the new Click-N-Ship Enhanced Shipping sxperience! Hers you 519 3466
can view your account infermation, start your Click-N-Ship experience,
access previous Isbels, create new labels, mansge your address book, and
mors!

. Labels @ Complete Labels

20 1

L ] L ] lete
View Label Manager Batchies Complete Batches

Want to create an Enterprise Payment Account (EPA) to psy and manage services online through a single

account? Creats one today or read mors about the benefits of the Enterpriss Payment System (EPS). Once Create an EPS Account
you creste an EPA, sctivation may take up to 24-36 hours.

Let's get started! How would you like to create your labels?

S F

Create a Single Label Create a Batch Import Labels Start From Address Book

Qrganize your labels into &

Create individus! Isbels manually Import multipls labsls via & File Start multiple labsls in Label
batch and utilize our
within our imgroved creation Uplosd and continue editing in Manager by bringing in addresses
streamlined multi-label creation
process Label Manager. from your Address Bock

process.

b) Option 2: Click on New Label located on the Label Manager page.

Click-N-Ship® O oan

Al Labels (87) Batches (72)

New Label Use Address Book ' Refresh Add All Complete to Cart >

g New Batch pt Service and Mailpiece Mailpiece Details Extra Services Total Price All Labels v

/  Shipping History / Address Book / USPS Connect® / DirectConnect / Preferences

by date and time created. Each new label will appear at the top of the table.

[T File Upload

Bayaloune Priority Mail® Flat Rate  Value: $100 Signature $12.20
E Marketol | " lan Team LLC Er;\.telsnpel A + Add Mailpiece ‘Cﬂnﬁrmationm
arketplace Impo: ERMAN ST it Service An Details nsurance

SBLUFF, NE, 69361-5900 Mailpiece USPS Tracking @ Added to cart
Electronic Edit Labsl
Hidden Postage
Edit Extra

Services
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2) Verify your Sender Details
The Sender Details section is pre-populated by default based on the address associated with
your account. To change or update this default address, refer to the Preferences tab located at
the top of the landing page.

a) If you are shipping from a different ZIP Code™ than the ZIP Code™ indicated in your
Return Address, please enter the correct shipping from ZIP Code™ in the Ship from a
different ZIP Code™ field. (e.g.: | am shipping items out of a warehouse in Washington,
DC, but items should be returned to my location in New York. | would indicate | am
shipping from Washington DC)

b) To manually edit the Sender Details information (i.e., Return Address, Email, Phone,
Tracking Notifications selections), click Edit to update those fields accordingly.

Sender Details

Each label you create will pre-populate with this sender
information. If you would like to update this information, you may
do so in your Preferences. Otherwise, you can edit each label
once it is uploaded into Label Manager.

Return Addrass

Clark Kent
300 SUPEEMAMN ST
SAM ANTOMIO, TX 78255

Ship from & different ZIP Code™

(a)

Emai Phone

clark kent@gmail.com (F04) ¥80-0000 (b)

ra Edit
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c) Enter or verify that your address and contact information is correct.
d) To optinto Tracking Notifications, select the Send me tracking notifications checkbox.

Sender Details

Each label you create will pre-populate with this sender
information. If you would like to update this information, you may
do so in your Preferences. Otherwise, you can edit each label
once it is uploaded into Label Manager.

“First Mame WL “Last Mame
Clark ‘ ‘ Kent
Compzny
“Sirest Address Apt/Suite
(c) 200 SUPERMAN ST ‘ ‘
“City “Siate “ZIP Code™
San Antcnic ‘ ‘ TX - Texss v ‘ 78255

Please confirm or enter your contact information.

Email Phone / SMS Text Messages

{704) 780-0000 ‘

clark kent@gmasil com ‘

(d) [] Send me tracking notifications

.




f)

(e)

Select the Type of Notifications that you want to receive (note, international phone
numbers are currently not supported by the Enhanced Click-N-Ship® application).
Select Save within the Sender Details section to save any changes to the Sender Detail
fields.

Please confirm or enter your contact infarmation.

Email Phone / SMS Text Messages

(704) 780-0000

clark kent@gmail.com ‘

Send me tracking notifications

Send me notifications for

Email Text

] All Below Updates

Expected Delivery
B B s Of Delivery
|:| D Package Delivery
| [] Pickup Availability
L] ] Delivery Exception

O Package In Transit

Privacy Act Statement:

Your information will be used to provide customers with
information about the status of mailings within the USPS
network. For more information regarding our privacy policies visit
WWW. USps.comy/privacypolicy.
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3) Enter the Recipient Details — Two Options
Within Enhanced Click-N-Ship®, you have the capability to either enter the recipient details
manually or select an address from your Address Book.

a) Option 1: To manually enter the recipient details, simply fill out the fill-in boxes with the

Recipient’s Name, Company (if applicable), Address, City, State, and ZIP Code™.

i. You can save the entered address to your Address Book for later use or reference

by selecting the Save to Address Book checkbox.

Step 1: Enter Recipient Details

Please provide information about the delivery address below. Recipient Information is
reguired before selecting mailpiece services.

USPS® Smart Lockers: Available in select locations, USPS® Smart Lockers let

@ you ship mailpieces to people via self-service pickup at free, secure Smart
Lockers in Post Office™ locations. (Recipient email address required.) Learn
more.

Use Address Book ‘

First Name ML Last Mame

Company

(a) Country

United States of America ~

“Strest Address Apt/Suite

*City ~State “ZIP Gode™

Reference Mumber

(i) I [0 saveto Address Book I
(0__) Stetus Notifications: OFF

[] Held for Pickup at Post Office™
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b) Option 2: To select a saved address from your Address Book. Click Use Address Book to
access your Address Book.

Step 1: Enter Recipient Details

Please provide information about the delivery address below. Recipient Information is
required before selecting mailpiece services.

USPS® Smart Lockers: Available in select locations, USPS® Smart Lockers let

@ you ship mailpieces to people via self-service pickup at free, secure Smart
Lockers in Post Office™ locations. (Recipient email address required ) Learn
more.

Use Address Book

First Mame ML Lzst Mame

Company

Country

United States of America A%

i. Search for your desired recipient address and click Use This Address. The
selected address should then automatically populate within the Recipient Detail

fields.
X
Address Book
Manage my Address Book > Search results 1-1 of 1 Results per page
]AJIABCDEFGHIJKLI.-‘INDPGRSTUV
Search Contacts —
w X Y 2z
All Contacts (1)
Name (Last, First) Company Location
[ -] KENT, CLARK 300 SUPERMANT ST
CHARLOTTE NC, 33333-0000

UMNITED STATES

Use This Address
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4) Enter the Reference Number (optional)
a) If you would like to enter a reference number, enter the number in the Reference
Number textbox.

Step 1: Enter Recipient Details

Please provide information about the delivery address below. Recipient Information is
required before selecting mailpiece services.

USPS® Smart Lockers: Available in select locations, USPS® Smart Lockers let

@ you ship mailpieces to people via self-service pickup at free, secure Smart
Lockers in Post Office™ locations. (Recipient email address required.) Learn
more.

Use Address Book ‘

First Mame ML Lzst Mame

Company

‘Country

United States of America “

“Btrest Address AptSuite

“City ~State “ZIP Codea™

Refersnce Mumber

{0 Ststus Notifications: OFF

[ Held for Pickup &t Post Offica™
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5)

Select Recipient Status Notifications (optional)
Within Enhanced Click-N-Ship®, you have the capability to have the recipient receive shipment

status notifications via email, text, or both (note, international phone numbers are currently not

supported in the Enhanced Click-N-Ship® application).

a) If you would like the recipient to receive email notifications about the mailpiece, select

the Status Notifications toggle from OFF to ON.

Step 1: Enter Recipient Details

Please provide information about the delivery address below. Recipient Information is
required before selecting mailpiece services.

USPS® Smart Lockers: Available in select locations, USPS® Smart Lockers let

@ you ship mailpieces to people via self-service pickup at free, secure Smart
Lockers in Post Office™ locations. (Recipient email address required ) Learn
more.

Use Address Book |

First Mame WL Last Name

Company

Country

United States of America w

“Strest Address AptSute

“Gity =State “ZIP Coda™

Refersnce Mumber

{C__) Status Notifications: OFF

[] Held for Pickup at Post Office™
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(b)

(c)

b) Enter the recipient’s Email Address and / or Phone Number (domestic only).

c) Select the Type of Notifications that you want the recipient to receive.

[ save to Address Baok
@D Ststus Notifications: ON

Please confirm or enter the recipient's contact information.

Email Phone / SMS Text Messages
|

Select updates sent to recipient.

Email  Text

O | All Below Updates

O | Expected Delivery

O O D&y OFf Delivery

] ] Packags Delivery

O | Pickup Availability

] 1 Delivery Exception

] [l Packags In Transit

Privacy Act Statement:

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

[1 Held for Pickup at Past Office™
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6) Select Hold For Pickup (optional)
If you would like to have your mailpiece held at a designated Post Office™ location for

a)

pick-up, select the Hold for Pickup at Post Office™ checkbox.

Step 1: Enter Recipient Details

Pleaze pravide information sbout the delivery address below. Recipient

Information is required before aslecting mailpisce services.

USPS® Smart Lockers: Available in select locations, USPS®
I:D Smart Lockers let yvou ship mailpieces to people via aslf-service
pickup at free, secure Smart Lockers in Post Office” locations.

(Recipient email address required.) Learn more.

Use Address Book ‘

First Mams LUR Last Mame

COMmpENy

Country

United States of America

“Strest Address AptiSulte

“Ciy “State “ZIR Coda™

‘ ‘ Al - Alabama W ‘ ‘

[ save to Address Book

(I__) Status Motifications: OFF

[ Held for Pickup at Post OfficeT™
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b) Once you have selected the checkbox, enter the ZIP Code™ in the search box to find the
nearest Post Office™ location available for pickup.

Step 1: Enter Recipient Details

Pleaze provide information about the delivery address below. Recipient
Information is required before aslecting mailpiece services.

USPS® Smart Lockers: Available in select locations, USPS®

CD Smart Lockers let yvou ship mailpieces to people via aslf-service
pickup at free, secure Smart Lockers in Post Office” locations.
(Recipient email address required.) Learn more.

Use Address Book ‘
First Hame ML Last Mame
CompeEmy
Country
United States of America W
“Strest Adoress AptiSulte
“Clty “State “ZID Coda™
‘ ‘ Al - Alabama w ‘

[] save to Address Book
(T Status Metifications: OFF
B Heold for Pickup at Post Office™

“Enter & ZIP Coda™

| a
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c) Select the desired Post Office™ from one of the options displayed.

B Hoid for Pickup &t Post Office™

“Enter & ZIP Coda™

25262

MNearest Location(s)

The shipment will be held until the recipient can pick it up.

(O NEWELL

9987

() DERITA

(O WT HARRIS

9598

£ NORTH TRYON
£700 M TEYOM ST CHARLOTTE, NC 28213-9793

&105 OLD COMNCORD RD NEWELL, NC 28126

2505 DERITA AVE CHARLOTTE, NC 28283-9638

3515 DAVID GO ROy CHARLOTTE, NC 25269-

Available Services:
Pricrity Mail
Express®
Pricrity Mail®
SPS Ground
Advantags™

Post Office Hours (@)

Available Services:
Pricrity Mail
Express®
Pricrity Mail®
SPS Ground
Advantags™

Post Office Hours (@)

Available Services:
Pricrity Mail
Express®
Pricrity Mail®
USPS Ground
Advantags™

Post Office Hours (@)

Available Services:
Pricrity Mail
Express®
Pricrity Mail®
SPS Ground
Advantags™

Post Office Hours (@)
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d) If you would like to receive text and / or email notifications to notify you or the recipient
that the mailpiece is ready for pickup, enter the email and / or phone number in the
textboxes under Notify Me / Recipient When Ready for Pick-Up.

Text and Email Motifications v

Matify Recipient When Ready for MNotify Me When Ready for Pick Up

Pick Up

“Emall “Emall
Recipient Email Sendazr Email

“Phione J Text Messags “Phone S Text kiessags
Recipient Phone Mumber Sandar Phone Numbar
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7) Select Hazardous Material Type (If Applicable)

a)

b)

Select ‘Yes’ if your mailpiece contains any potential hazardous or dangerous material
such as batteries, perfume, paint, aerosols, and more (click on ‘View examples of
mailable and nonmailable hazardous materials’ for a detailed list).

Select ‘No” if your mailpiece does not contain any hazardous or dangerous materials.

Does this parcel contain anything potentially hazardous?

FPotentially hazardous items may include batteries, perfume, paint, aeroscls, and more.
View examples of mailable and nonmailable hazardous materials (HAZMAT).

Do Not Mail Mercury! Mercury is a hazardous, silver liquid metal. Mercury is inside many
older devices like thermometers, blood pressure cuffs, thermostats, and switches. Learn
Morg

*Are you shipping dangerous goods or hazardous materials? @

) Yes
) Ne

Notice: By clicking MO, you are confirming that your package does not contain any
Hazardous Materials or Dangerous Goods. Shipping improperly prepared, undeclared, or
prohibited HAZMAT can result in civil and criminal penalties under federal law.
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c) IfYESis selected, read through the HAZMAT example items pop and select | understand
to proceed with selecting a category type.

HAZMAT

The following items are considered hazardous materials (HAZMAT) or Dangerous Goods

Here are examples of HAZMAT items which are regulated in the mail:

Mailable HAZMAT HAZMAT (|

Aerosol spraye Air bags

Batteries (non-spillabls) Ammunition

Dry lce Bulk shipments of HAZMAT

Flarmmable liquids Dynamite

Lighters (USPS authorization required) Fireworks

Lithium Batteries Gasoline

Matches High Powered Lithium Batteries (i.c., bikes, electric cars, scooters)
Nail Polish Remover *Mercury

Perfume Pure Acetone

Propane

*Do Not Mail Mercury! Mercury is a hazardous, silver liguid metal. Mercury is inside many clder
devices like thermometers, blood pressure cuffs, thermostats, and switches. Learn More

Mote: This is not an all inclusive list of mailable or prohibited items. Please refer to USPS
Publication 52 (Pub 52) for quantity, packaging. and labeling guidance for mailable items and/or to
ensure your shipment is not prohibited in the mail.

ippi properly prep declared or prohibited HAZMAT can result in civil and
criminal penalties under federal law. The following tutorial will help you learn how to securely
package, label and ship HAZMAT for domestic destinations through USPS®. View tutorial at
WWW.usps.com/hazmat

’ 1 understand ‘ l Nevermind, | am net shipping HAZMAT

d) Select a category type by clicking on the dropdown button and selecting the HAZMAT
type.

“What type of mailable HAZMAT are you mailing? (if not listed, it may not be mailable.
Learn More]

II Select v I
ir Eligible Ethanol {authorized fragrance and hand sanitizer shipments) -
Toy Propellant/Safety Fuse

Hazardous Materials Class 3 - Package (Hand sanitizer, rubbing alcchol, ethanal base products, flammable liquids etc)

Radicactive Materials (2.g.. smoke detectors, minerals, gun sights, sic. - Special requirements Packaging Instructions 7A requirements)

Air Eligible Corrosive Materials (certain cleaning or tree/weed killing compounds, etc.)

Sesled lead acid batteries

Lithium Batteries - New Individual or spare lithium batteries (marked UN3480 or UN3020 cnly)

Lithium Batteries - Used electronic devices containing or packaged with lithium batteries (markings required)

Lithium Batteries - New electronic devices packaged with lithium batteries (marked UN3481 or UN3091)

Dry Ice (limited to 5 lbs. if shipped via Air}

Lithium Batteries - New slectronic devices installed or packaged with lithium batteries (no marking)

Magnetized Materials

Safety/strike on box matches, book matches, mailable flammable sclids only

Hydrogen peroxide (8 to 20% concentration)

Organic Peraxides

Toxic materials (pesticides, herbicides, etc)

Biological Substance, Category B (i.e., Lab Test) marked UN3373

Excepted Quantity Provision {e.g.. small volumes of flammable liquids, corrosive, toxic or environmentally hazardous materials - marking required)
Surface Only Hazardous Materials (For items that are not listed, but are restricted to surfacs only)

Air Eligible D000 Consumer Commodity (Non-flammable aerosols, Flammable combustible liquids, Toxic Substance, Miscellansious hazardous materials) ¥
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8) Select the Shipping Date and FMB Service
a) Select the Shipping Date you would like the mailpiece to ship (you may select a date up
to 3 days from today).
b) If you are a qualifying user of the Free Mater for the Blind (FMB) program, select the |
am shipping as Free Matter for the Blind checkbox to proceed.
i. Note, refer to the following article for more information about the Free Matter
for the Blind (FMB) Program.

Step 2: Select Service and Mailpiece Type

Fill out the information below and select your service and mailpiece type.

Shipping Date

Choose a date up to 3 days from today.

07/17/2024 ]

[] 1am shipping as Free Matter for the Biind ()

For domestic packages, total weight may not exceed 70lbs to be eligible for Free Matter for the Blind shipping.
International shipping weight limits vary based on service type. See more information in tool tip.

Choose Your Mailpiece Type

© USPS® Flat Rate Packaging
O Ghoose your own box

O I 'want to start from a Favorite

Select Your Service and Mailpiece Type

Selecting a Priority Mail Flat Rate® product or a Priority Mail Express Flat Rate® product
requires USPS® provided packaging.

If you plan to ship live animals, please go to your local Post Office™.

Sarvice Type: which shipping method would you like for this mailpiece?

Select a Service v

View Mailpiece Types

T wiew mailpiece types, sender and recipient ZIP Codes™ are required along with a service selection.
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c) Please enter the mailpiece weight and dimensions (if shipping a mailpiece greater than
12” long)

Step 2: Select Service and Mailpiece Type

Fill out the information below and select your service and mailpiece type.

Shipping Date
Choose a date up to 3 days from today.

07/17/2024 &

I am shipping as Free Matter for the Blind ()

For domestic packages, total weight may not exceed 70lbs to be eligible for Free Matter for the Elind shipping.
International shipping weight limits vary based on service type. See more information in tool tip.

“Package Weight

K -] [ -]

*Package Dimensions

Length Width Heaight

0 in 0 in ‘

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

‘ MNone e ‘

View Mailpiece Types

T view mailpiece types, sender and racipient ZIP Codes™ are required along with a sarvice selaction.
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d)

If your mailpiece can be considered a non-machinable item, click on the dropdown and

select the characteristic that best applies to your mailpiece.

Step 2: Select Service and Mailpiece Type

Fill out the information below and select your service and mailpiece type.

Shipping Date

Choose a date up to 3 days from today.

07/17/2024 &

I am shipping as Free Matter for the Blind ()

For domestic packages, total weight may not excead 70Ibs to be aligible for Frae Matter for the Blind shipping.
International shipping weight limits vary based on sarvica type. See more information in tool tip.

*Package Weight

‘Cl Ib“ﬂ oz‘

*Package Dimensions

Langth Width Height

0 in o in

a in‘

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

Mone ™

Glass container with more than 240z of liquid

Metal or plastic container with more than 1 gallon of liquid
Metal-banded parcel

Insecurely wrapped

GCan, Roll, or Tube

Wooden or Metal box

Books or other printed material weighing more than 25 pounds
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9) Select the FMB Mailpiece Type
a) Once all the mailpiece dimensions are entered, select the View Mailpiece Types button

(b)

to view the mailpiece types.
b) A Free Matter for the Blind Mailpiece Type will then be available based on your
previous selections. No further action is required here.

*Package Weight

‘O Ib‘ ‘10 oz

*Package Dimensions

Length Width Height

5 in

5 in‘

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

‘ Naone v ‘

View Mailpiece Types ‘

You selected that you are shipping Free Matter for the Blind. To change that selection, please uncheck
the Free Matter for the Blind checkbox under Ship Date.

Domestic Free Matter for the Blind @) Service $0.00
{Choose your own box) standards to this Per Label
location are not
available at this
time.

Matter may be sent free of charge if mailed by or for the use of blind or other persons who
cannot read or use conventionally printed materials due to a physical handicap. See tool tip
for more information on what is considered Free Matter for the Blind or Handicapped.
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10) Enter Content Details (Optional)
The Content Details section is only required for mailpiece’s that require a Customs Form (such as
International or military based addresses).
a) Enter the item description.
b) Enter the Item weight (Ibs.) - if not applicable, enter ‘0"
c) Enter the item weight (oz) - if not applicable, enter 0’
d) Enter the item value.
e) Enter the quantity of the item.
f) Add another item.
g) Enter the mailpiece value.

Step 3: Content Details

Thiz information is required for labels that reguire & customa form.

Item Details
If vou'd like to add items, uas the fislds below.

ltem #1 a
ftem Description (a) ftem ibs (b) pemez  (C)
b= oOF
therm Vs qrr
(d) 5

(e)

"

Mailpiece Details

nalipiscs Valus

5 |o (g)

Enter & vElS Up to and Including $6,000.00
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11) Select Extra Services
a) If you are interested in adding extra services to your mailpiece(s), please select one of
the available Insurance, Signature Delivery, and Return services.
i. Note, any extra service selected will NOT be free and MUST be paid.

Step 4: Select Extra Services

Please select any extra services you would like to add to this label.

Insurance

© MNone

O Insurance $3.15

Special Delivery Services

[] Hide Postage on Label @ Free

Return Services

This is the only opportunity to create a return label for this outgoing label.

|:| Create a return label Free*

*It is free to create a return label. You will only
be charged if this return label is used.

12) Review Label Summary
a) Refer to the Label Summary to get a brief summary of your label order. The Label
Summary will be a grey box located at the top right of the page.

Label Summary

Domestic Free Matter for the Blind Free

Total $0.00

Add to Cart ‘
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13) Add Label to Cart or Save Label
a) Ifall required information is correct and you would like to proceed to purchase the
label, select Add to Cart.
b) If all required information is correct and you would like to save you label, click save to
save your label to your Label Manager.
i. Note, you can save at any time if Recipient Details are provided. Saving will
allow you to come back to this label later to make any changes prior to
purchasing it.

Label Summary

Domestic Free Matter for the Blind Free

Total $0.00

Add to Cart

(a) (b)

14) Review Label Details in Label Cart
a) After adding the label to the cart, review the free FMB label information for accuracy.

Label Cart (1)

< Back to Label Manager

Remove

O Ship Date Recipient Service and Mailpiece Mailpiece Details Mailpiece Services Price
D 07/17/2024 Jane Doe Domestic Free Matter for the 10 0z Choose Your Own Box Free
ot 300 SUPERMAN ST Blind (7) Choose Your Own
WASHINGTON, DG, 20280-0001 Box Total Label Cost Free
A Edit

USPS® Shipping Supplies

Add labels, tape, boxes and shipping supplies to the label order.

+ Add Shipping Supplies

> Remove All Order Total: $0.00
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How to Create an International Label
Create an international label for a single recipient following the steps below.

1) Begin Single Label Creation Process — Two Options
c) Option 1: Select Create a Single Label located on the landing page.

- - 2
Click-N-Ship® T can
Label Manager / ShippingHistory / AddressBook / USPSConnect , Preferences

Sign Up for a Click-N-Ship® Business Rate Card and Save

Get Lower
Rates You will have access to non-published, discounted pricss for your business shipping needs. Get

discounted business rats pricss for Priority Mail® and USPS Ground Advantsgs™ postage purchasss.

. e
Hi, Ted! What's in your Label Manager?
Welcome to the new Click-N-Ship Enhanced Shipping experience! Here you 519 3466
can view your account information, start your Click-N-Ship experience,
access previous lsbels, creste new labels, manage your address book, and ° Labals @ Complele Labdly
more!

20 1

- L] late
View Label Manager Baiches Complete Batches

Want to create an Enterprise Payment Account (EPA) to pay and manags services online through a single

account? Create one today or read mere sbout the benefits of the Enterprise Payment System (EPS). Once Create an EPS Account
you create an EPA, activation may take up to 24-36 hours.

Let's get started! How would you like to create your labels?

vl

Create a Single Label Create a Batch Import Labels Start From Address Book

Organize your labsls into &

Create individusl labels manually Impert multiple labels via a File Start multiple labels in Label
. batch and utilize cur . P
within our improved creation Upload and continue editing in Manager by bringing in addresses
streamlined multi-label creation
process. Label Manager. from your Address Bock.

process.

i. Option 2: Select New Label located on the Label Manager page.

Click-N-Ship®

/ Shipping History / AddressBook / USPS Connect® / Direct Connect / Preferences

All Labels (87} Batches (72)

2
S cart

Add All Complete to Cart >

All Labels

New Label Use Address Book
New Label
& Newla by date and time created. Each new label will appear at the top of the table.
§ New Batch nt Service and Mailpiece Mailpiece Details Extra Services Total Price
File Upload . N
& gayaloune Pricrity Mail Express® Choose 1oz i 51 n.D . Signature . $12.20
jan Team LLC “Your Own Box Value: $100 4 Mailpiece  Gonfirmation
E‘ Marketplace Import ERMAN ST Edit Service And - + Add ils Insurance )
SoorroBLUFF, NE, 69361-5900 Details USPS Tracking
Electronic
Hidden Postage
Edit Extra
Services

() Added to cart
Edit Label
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2) Verify your Sender Details
The Sender Details section is pre-populated by default based on the address associated with
your account. To change or update this default address, refer to the Preferences tab located at
the top of the landing page.

a) If you are shipping from a different ZIP Code™ than the ZIP Code™ indicated in your
Return Address, please enter the correct shipping from ZIP Code™ in the Ship from a
different ZIP Code™ field. (e.g.: | am shipping items out of a warehouse in Washington,
DC, but items should be returned to my location in New York. | would indicate | am
shipping from Washington DC)

b) To manually edit the Sender Details information (i.e., Return Address, Email, Phone,
Tracking Notifications selections), click Edit to update those fields accordingly.

Sender Details

Each label you create will pre-populate with this sender
information. If you would like to update this information, you may
do so in your Preferences. Otherwise, you can edit each label
once it is uploaded into Label Manager.

Return Addrass

Clark Kent
300 SUPEEMAMN ST
SAM ANTOMIO, TX 78255

Ship from & different ZIP Code™

(a)

Emai Phone

clark kent@gmail.com (F04) ¥80-0000 (b)

ra Edit
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c) Enter or verify that your address and contact information is correct.
d) To optinto Tracking Notifications, select the Send me tracking notifications checkbox.

Sender Details

Each label you create will pre-populate with this sender
information. If you would like to update this information, you may
do so in your Preferences. Otherwise, you can edit each label
once it is uploaded into Label Manager.

“First Mame WL “Last Mame
Clark ‘ ‘ Kent
Compzny
“Sirest Address Apt/Suite
(c) 200 SUPERMAN ST ‘ ‘
“City “Siate “ZIP Code™
San Antcnic ‘ ‘ TX - Texss v ‘ 78255

Please confirm or enter your contact information.

Email Phone / SMS Text Messages

{704) 780-0000 ‘

clark kent@gmasil com ‘

(d) [] Send me tracking notifications

.




f)

(e)

Select the Type of Notifications that you want to receive (note, international phone
numbers are currently not supported by the Enhanced Click-N-Ship® application).
Select Save within the Sender Details section to save any changes to the Sender Detail
fields.

Please confirm or enter your contact infarmation.

Email Phone / SMS Text Messages

(704) 780-0000

clark kent@gmail.com ‘

Send me tracking notifications

Send me notifications for

Email Text

] All Below Updates

Expected Delivery
B B s Of Delivery
|:| D Package Delivery
| [] Pickup Availability
L] ] Delivery Exception

O Package In Transit

Privacy Act Statement:

Your information will be used to provide customers with
information about the status of mailings within the USPS
network. For more information regarding our privacy policies visit
WWW. USps.comy/privacypolicy.
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3) Enter the Recipient Details — Two Options
Within Enhanced Click-N-Ship®, you have the capability to either enter the recipient details
manually or select an address from your Address Book.

c) Option 1: To manually enter the recipient details, simply fill out the fill-in boxes with the
Recipient’s Name, Company (if applicable), Address, City, State, and ZIP Code™.
i. You can save the entered address to your Address Book for later use or reference
by selecting the Save to Address Book checkbox.

Step 1: Enter Recipient Details

Please provide information about the delivery address below. Recipient Information is
required before selecting mailpiece services.

USPS® Smart Lockers: Available in select locations, USPS® Smart Lockers let

@ you ship mailpieces to people via self-service pickup at free, secure Smart
Lockers in Post Office™ locations. (Recipient email address required ) Learn
more.

Use Address Book ‘

First Mame ML Last Mame

Jane ‘ ‘ ‘ Dos

Compamy

Country

(a)

IUnited States of America w

“Strest Address AptiSute

UNIT 5121 ‘ ‘

“City “State “ZIP Coda™

APO ‘ ‘ AP - Armed Forces Pacifir ‘ ‘ 96328

Refersnce Mumber

(i) [] Saveto Address Book

(@) Status Notifications: OFF

[] Held for Pickup &t Post Office™
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d) Option 2: To select a saved address from your Address Book. Click Use Address Book to
access your Address Book.

Step 1: Enter Recipient Details

Please provide information about the delivery address below. Recipient Information is
required before selecting mailpiece services.

USPS® Smart Lockers: Available in select locations, USPS® Smart Lockers let

@ you ship mailpieces to people via self-service pickup at free, secure Smart
Lockers in Post Office™ locations. (Recipient email address required ) Learn
more.

Use Address Book

First Mame ML Lzst Mame

Company

Country

United States of America A%

ii. Search for your desired recipient address and click Use This Address. The
selected address should then automatically populate within the Recipient Detail

fields.
X
Address Book
Manage my Address Book > Search results 1-1 of 1 Results per page
]AJIABCDEFGHIJKLI.-‘INDPGRSTUV
Search Contacts —
w X Y 2z
All Contacts (1)
Name (Last, First) Company Location
[ -] KENT, CLARK 300 SUPERMANT ST
CHARLOTTE NC, 33333-0000

UMNITED STATES

Use This Address
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4) Enter the Reference Number (optional)
c) If you would like to enter a reference number, enter the number in the Reference
Number textbox.

Step 1: Enter Recipient Details

Please provide information about the delivery address below. Recipient Information is
required before selecting mailpiece services.

USPS® Smart Lockers: Available in select locations, USPS® Smart Lockers let

@ you ship mailpieces to people via self-service pickup at free, secure Smart
Lockers in Post Office”™ locations. (Recipient email address required.) Learn
more.

Use Address Book ‘

First Mame ML Last Mame

Jane ‘

Company

Country

United States of America ~

“Strest Address AptSute

UINIT 5121 ‘ ‘

“City “ESiate “ZIP Coda™

96328

APO ‘ ‘ AP - Armed Forces Pacifie” ‘

Referance Number

[0 save to Address Book
) Ststus Notificstions: OFF
[ Held for Pickup at Post Office™

Hoid For Pickup IS unevallelis with your curmsnt pEckags selsctions
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5)

Select Recipient Status Notifications (optional)

Within Enhanced Click-N-Ship®, you have the capability to have the recipient receive shipment

status notifications via email, text, or both (note, international phone numbers are currently not
supported in the Enhanced Click-N-Ship® application).

c)

If you would like the recipient to receive email notifications about the mailpiece, select

the Status Notifications toggle from OFF to ON.

Step 1: Enter Recipient Details

Please provide information about the delivery address below. Recipient Information is
required before selecting mailpiece services.

USPS® Smart Lockers: Available in select locations, USPS® Smart Lockars let

@ you ship mailpieces to people via self-service pickup at free, secure Smart
Lockers in Post Office™ locations. (Recipient email address required.) Learn
more,

Use Address Book ‘

First Mame WL Last Mame

Jane ‘ ‘ ‘ ‘ Dos

Compary

Country

United States of America w

“Strest Address Apt/Sute

UNIT 5121 ‘ ‘

“Gity “Siate “ZIP Code™

ARO ‘ ‘ AP - Armed Forces Pacifier ‘ ‘ G328

Referance Mumber

[0 save to Address Back
|C) Status Notifications: OFF |

[J Held for Pickup at Past Offica™
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d) Enter the recipient’s Email Address and / or Phone Number (domestic only).
e) Select the Type of Notifications that you want the recipient to receive.

] Saveto Address Book
@D Ststus Notifications: ON

Please confirm or enter the recipient's contact information.

Emaail Phone 7 SMS Text Messages

(b) ‘

Select updates sent to recipient.

Email  Text
] | All Below Updatea
O O Expected Delivery
(c) O ] Day Of Delivery
0 [l Package Delivery
0 O Pickup Availability
0l O Delivery Excepticn
O ] Packags In Transit
Privacy Act Statement:

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

] Held for Pickup at Post Office™
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6) Select Hazardous Material Type (If Applicable)

c)

d)

Select ‘Yes’ if your mailpiece contains any potential hazardous or dangerous material
such as batteries, perfume, paint, aerosols, and more (click on ‘View examples of
mailable and nonmailable hazardous materials’ for a detailed list).

Select ‘No” if your mailpiece does not contain any hazardous or dangerous materials.

Does this parcel contain anything potentially hazardous?

FPotentially hazardous items may include batteries, perfume, paint, aeroscls, and more.
View examples of mailable and nonmailable hazardous materials (HAZMAT).

Do Not Mail Mercury! Mercury is a hazardous, silver liquid metal. Mercury is inside many
older devices like thermometers, blood pressure cuffs, thermostats, and switches. Learn
Morg

*Are you shipping dangerous goods or hazardous materials? @

) Yes
) Ne

Notice: By clicking MO, you are confirming that your package does not contain any
Hazardous Materials or Dangerous Goods. Shipping improperly prepared, undeclared, or
prohibited HAZMAT can result in civil and criminal penalties under federal law.
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e)

f)

If YES is selected, read through the HAZMAT example items pop and select | understand

to proceed with selecting a category type.

HAZMAT

The following items are considered hazardous materials (HAZMAT) or Dangerous Goods

Here are examples of HAZMAT items which are regulated in the mail:

Mailable HAZMAT HAZMAT (|

Aerosol spraye Air bags

Batteries (non-spillabls) Ammunition

Dry lce Bulk shipments of HAZMAT

Flarmmable liquids Dynamite

Lighters (USPS authorization required) Fireworks

Lithium Batteries Gasoline

Matches High Powered Lithium Batteries (i.c., bikes, electric cars, scooters)
Nail Polish Remover *Mercury

Perfume Pure Acetone

Propane

*Do Not Mail Mercury! Mercury is a hazardous, silver liguid metal. Mercury is inside many clder
devices like thermometers, blood pressure cuffs, thermostats, and switches. Learn More

Mote: This is not an all inclusive list of mailable or prohibited items. Please refer to USPS
Publication 52 (Pub 52) for quantity, packaging. and labeling guidance for mailable items and/or to
ensure your shipment is not prohibited in the mail.

ippi properly prep declared or prohibited HAZMAT can result in civil and
criminal penalties under federal law. The following tutorial will help you learn how to securely
package, label and ship HAZMAT for domestic destinations through USPS®. View tutorial at
WWW.usps.com/hazmat

’ 1 understand ‘ l Nevermind, | am net shipping HAZMAT

Select a category type by clicking on the dropdown button and selecting the HAZMAT

type.

“What type of mailable HAZMAT are you mailing? (if not listed, it may not be mailable.
Learn More]

II Select v I

ir Eligible Ethanol {authorized fragrance and hand sanitizer shipments) -
Toy Propellant/Safety Fuse

Hazardous Materials Class 3 - Package (Hand sanitizer, rubbing alcchol, ethanal base products, flammable liquids etc)

Radicactive Materials (2.g.. smoke detectors, minerals, gun sights, sic. - Special requirements Packaging Instructions 7A requirements)

Air Eligible Corrosive Materials (certain cleaning or tree/weed killing compounds, etc.)

Sesled lead acid batteries

Lithium Batteries - New Individual or spare lithium batteries (marked UN3480 or UN3020 cnly)

Lithium Batteries - Used electronic devices containing or packaged with lithium batteries (markings required)

Lithium Batteries - New electronic devices packaged with lithium batteries (marked UN3481 or UN3091)

Dry Ice (limited to 5 lbs. if shipped via Air}

Lithium Batteries - New slectronic devices installed or packaged with lithium batteries (no marking)

Magnetized Materials

Safety/strike on box matches, book matches, mailable flammable sclids only

Hydrogen peroxide (8 to 20% concentration)

Organic Peraxides

Toxic materials (pesticides, herbicides, etc)

Biological Substance, Category B (i.e., Lab Test) marked UN3373

Excepted Quantity Provision {e.g.. small volumes of flammable liquids, corrosive, toxic or environmentally hazardous materials - marking required)
Surface Only Hazardous Materials (For items that are not listed, but are restricted to surfacs only)

Air Eligible D000 Consumer Commodity (Non-flammable aerosols, Flammable combustible liquids, Toxic Substance, Miscellansious hazardous materials) ¥
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7) Select the International Service and Mailpiece Type
a) Select the date you would like the mailpiece to ship (you may select a date up to 3 days
from today).
b) Choose the Mailpiece Type (USPS® Flat Rate Packaging or Choose your own box).
i. If you select USPS® Flat Rate Packaging, select a service type from the drop
down, and then select View Mailpiece Types.

Step 2: Select Service and Mailpiece Type

Fill out the information below and select your service and mailpiece type.

Shipping Date

Choose a date up to 3 day=s from today.

0772024

i)

Choose Your Mailpiece Type
Q) USPST Flat Rate Packaging

() Choose yvour own box

Select Your Service and Mailpiece Type

Selecting a Priority Mail Flat Rate® product or a Priority Mail Express Flat Rate® product
requires 1USPS® provided packaging.

If you plan to ship live animals, please go to your local Post Office™.

Senvice Type: which shipping method would you like for this mailpiece?

Pricrity Mail International® -

70



(i)

(i)

ii. If you select Choose your own box, please enter the mailpiece weight,
dimensions (if shipping a mailpiece greater than 12” long)

If your mailpiece is not a standard, rectangular box, select the This mailpiece
isn’t a standard, rectangular box checkbox and enter the Girth (if applicable).

Step 2: Select Service and Mailpiece Type

Fill out the information below and select your service and mailpiece type.

Shipping Date

Choose & date up to 3 days from today.

07772024

Bk

Choose Your Mailpiece Type
() USPS® Flst Rate Packaging

Q Choose your own box

“What is the weight of your mailpiece?

| o

Ik

E

Qz

“What are the dimensions of your mailpiece?

Length

Widih

Height

a

0

in‘

in

Thia mailpiece isn't a standard, rectangular booc

gich (@)

a

in‘

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

None
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iv. If your mailpiece can be considered a non-machinable item, click on the
dropdown and select the characteristic that best applies to your mailpiece.

Step 2: Select Service and Mailpiece Type

Fill out the information below and select your service and mailpiece type.

Shipping Date
Choose a date up to 3 days from today.

0772024

Choose Your Mailpiece Type
) 1USPS™ Flat Rate Packaging

Q' Choose your own box

“What is the weight of your mailpiece?

‘{] b

‘5 oz‘

“What are the dimensions of your mailpiece?

Length Width Height

‘ A in 5 in

[] This msilpiece isn't a standard, rectangular beox

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

None v

Glaas container with more than 24oz of liquid

Metal or plastic container with more than 1 gallon of liguid
Metal-banded parcel

Insecursly wrapped e product
] Can, Roll, or Tube

Woaoden or Metal box

Books or other printed material weighing more than 25 pounds

£0
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(d)

available.

Select Your Service and Mailpiece Type

Selecting a Priority Mail Flat Rate® product or a Priority Mail Express Flat Rate® product
requires USPS® provided packaging.

If you plan to ship live animals, please go to your local Post Office™.

Service Type: which shipping method would you like for this mailpiece?

d) After the Service Type is selected, click View Mailpiece Types, and select a mailpiece

type from one of the options available based on your previous selections.

Select a Service v
Priority Mail International® 6-10 Day Delivery | Starting from $39.53
Priority Mail Express International® 3-5 Day Delivery | Starting from $53.07
First-Class Package International Service® Varies by Destination | Starting from $14.96

c) Select a Service Type by clicking on the dropdown button and selecting from the options

i. Note, the prices and scheduled delivery dates displayed are calculated based on
the Service Type selection, your Return Address, and Recipient Address locations.

Select Your Service and Mailpiece Type

Selecting a Priority Mail Flat Rate® product or a Priority Mail Express Flat Rate® product
requires USPS® provided packaging.

If you plan to ship live animals, please go to your local Post Office™.

Service Type: which shipping method would you like for this mailpiece?

Priority Mail International® - ‘

View Mailpiece Types

Prices are based on shipping Priority Mail International® from ZIP Code™ 54602 to
Mexico on 02/29/2024.

Mailpiece Type Scheduled Delivery Price
o Priority Mail International® Choose Your See Estimated Delivery in $54.85
Own Box Label Manager Per Label

(Choose your own box)

Don't see your Mailpiece Type? Update your Shipping Date, Package Type, and Service Type to see
other options.

73



8) Enter Mailpiece Content Details (Optional)
a) The Content Details section is only required for mailpiece’s that require a Customs Form
(International Labels).

Step 3: Content Details
This information is required for labels that require a customs form.
Mailpiece Details

Mailpiece Value

$ |0

Enter a value up to and including $5,000.00

9) Select Extra Services
a) Ifyou are interested in adding extra services to your mailpiece, please select one of the
available Insurance options.

Step 4: Select Extra Services

Please select any extra services you would like to add to this label.

Insurance

O MNone

© Insurance Free

10) Select Non-Delivery Options
a) Select how the mailpiece should be overseen in the event that it cannot be delivered
(Return to Sender or Abandon).

Step 5: Non-Delivery Options

Specify how the mailpiece should be handled in the event that it cannot be delivered.
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11) Input Mailpiece Information

International mailpiece’s require further mailpiece’s information. Fill out the required
information:

a) Select the drop down under the contents section and select the category that the

describes your mailpiece.

Step 6: Mailpiece Information

International mailpieces within certain categories accepted by the Postal Service and/or
delivery company must display an Internal Transaction Mumber {ITM), an AES Downtown
CGitation if unable to procure an ITM, or an AES Exemption.

*Contents
Select a content type v
WOTE: If your melling contalns & da , Including any Item with &
thium bsttery, you must choose the Dangs So0as opthon.

Describe Your Mailpiece

Additionel Mailpiece Comments @

International mailpieces within certain categories accepted by the Postal Service and/or
delivery. Gompany must display and Internal Transaction Mumber {ITM), an AES Downtown
Citation In unable to procure an ITM, ar an AES exception.

Choose an AES Exemption -@

MWOEEI 30.37(a): Mailpiece value is less than $2 500 w

[J This shipment requirss an export licenss Most U.S. commercial experts do not require & license

Sender's Custom Reference Mumber

Commercial Senders Only

License Mumber @

Gertificate Number ()

Invoice Mumber @
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12) Fill out the Custom Form
This customs form is used to declare the contents of your mailpiece’s in order to pass through
the corresponding Custom Agencies that control the flow of goods in and out of each country.

a) To begin filling out a customs form, select Add an Item.

Step 7: ltem Information for Customs

This form is used to declare the contents of your mailpiece in order to pass through the
corresponding Customs Agencies that control the flow of goods in and out of each
country. When shipping internationally, to a US territory, or for military (APO/FPO)
shipments, a customs form is required.

Enter information for each item Max 30 iterms
Item & Description HS Tariff # Country of Origin =~ QTY  Value Weight
01lbs 0 ozs

There are no items with information. Use the button below to add items.

Add an Hem
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(d)

b) Enter the item description.
c) Select a category that describes the item that is being shipped.

d) Enter the item quantity, value, and weight of the item that is being shipped.

e) Enter the HS Tariff Code of the item that is being shipped.
f) Select the Country of Origin for the item that is being shipped.
g) Once finished, select Continue to proceed to the next step.

Enter information for new item

Enter Item Description

= ltem Description

Select a category describing this item

~ Select 2 category

Category

Tell us more about this item

= Quantity = Item Valus = Weight (Jbs) = Weight {ozs)

$ 00.00UsD ‘ ‘ los

0Z3

| |
®

The items in this mailpiece must be equal or less than the total mailpiece weight.

Gurrent Weighi: Total Weight:
[0 lbs O ozs] [0 lbs & ozs]

HS Teritt Code ()

0000.00.0000

* Country of Origin -@
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13) Review Calculated Landed Cost Estimate

The Calculated Landed Cost Estimate is a brief summary of your estimated landed cost for the
international label (includes the sum of the calculation of duties, taxes, and other import fees)

a) To view a detailed breakdown of the duties, fees, and taxes, select View Summary.
b) To receive a copy of your Landed Cost via email, enter your email and click Submit.

Step 8: Calculated Landed Cost Estimate

Landed cost includes the sum of the calculation of duties, taxes, and other import fees.
These fees are paid by recipient upon arrival based on 1 item with a package value of $100
UsD.

Duties $31.91
Fees $0.55
Taxes $13.40
Total for Landed Cost $45.86

(a) View a breakdown of the duties, fees and taxes.

Optional: Email a copy of the Landed Cost

Enter Email

Submit

c) Review the Detailed Breakdown Summary of the duties, fees, and taxes.
X
Item Breakdown of Calculated Landed Cost
Item Qty Value Weight
Sheet Music 0 $100.00 0lbs, 1 0zs Duties: $31.91
HS Tariff # Taxes: $13.40
Qrigin: US

Estimated Fees: $0.55
Estimated Duties and Taxes: $45.31

Total: 545.86
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14) Review Label Summary

a)

Refer to the Label Summary to get a brief summary of your label order. The Label
Summary will be a grey box located at the top right or the bottom of the page.

Label Summary

Priority Mail International® Choose Your Own Box $59.55
Insurance Free
Total $59.55

Add to Cart ‘ Save

15) Add Label to Cart or Save Label

a)

b)

If all required information is correct and you would like to proceed to purchase the
label, click Add to Cart and you will be redirected to the Label Cart to complete your
purchase.

If all required information is correct and you would like to save you label, click save to
save your label to your Label Manager (Note, you can save at any time if Recipient
Details are provided. Saving will allow you to come back to this label later to make any
changes prior to purchasing it).

Label Summary
Priority Mail International® Choose Your Own Box 559.55
Insurance Free
Total $59.55
Add to Cart Save
(a) (b)
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How to Create a Label Using 3™ Party Authorization (Business Accounts)

Eligible Enhanced Click-N-Ship® Business Users can now utilize the rates and Enterprise Payment System
(EPS) Billing Account of another user to create, purchase, and ship labels on their behalf by following the
steps below.

1) Select a Payer Account
a) Onthe Enhanced Click-N-Ship® Homepage, select Switch Payer Account to choose the
Payer’s EPS account that you want to use to create the label(s) for.
b) Note, you can also switch between payer accounts via the Label Cart and Preferences

section.
- = ® Switch Payer Account
Click-N-Ship ] \S Cert
Shipping with account: 94883629 o
Label Manager / Shipping History / AddressBook / USPSConnect® / DirectConnect / Preferences

Sign Up for a Click-N-Ship® Business Rate Card and Save

Get Lower
Rates You will have access to non-published, discounted prices for your business shipping needs. Get discounted business

rate prices for Priority Mail® and USPS Ground Advantage™ postage purchases.

B What's in your Label Manager?
Hi, Greg! ¥ g
Welcome to the new Click-N-Ship Enhanced Shipping experience! Here you can view your 0 5

account information, start your Click-N-Ship experience, access previous labels, create

® Incomplete Labels ® Complete Labels
new labels, manage your address book, and more!
3 0
View Label Manager ] I Switch Payer Account ® Incomplste Batches ® Complete Batches

Let's get started! How would you like to create your labels?

Ei B

(e

. Create a Batch Import Labels Start From Address Book
Create a Single Label
o Organize your labels into a batch Import multiple labels via a File Start multiple labels in Label Manager
Greate individual labels manually : ) . L R
and utilize our streamlined multi- Upload and continue editing in by bringing in addresses from your

within our improved creation process.

label creation process. Label Manager. Address Book
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(b)

c) Click on the dropdown under the Select Account section and select the Payer’s EPS

account that you want to use.

d) Note, anytime you switch Payer EPS accounts, the label(s) in their Label Manager and

Label Cart will be unique to that specific EPS account.

e) Once the Payer’s EPS account is selected, select Save Account to proceed with creating

label(s).

f) If you want to utilize your own personal EPS account to create and purchase label(s),

select Switch To My Account.

Need to purchase labels with another account?

Third-party billing allows you to charge a shipment's label to a third-party payer account. Selecting
another payer allows you to use their rates and their Enterprise Payment System (EPS) billing
account. The pricing you pay is on the payer's account rates.

Any additional benefits you have will not be reflected while using a payer account.

Note: When you switch accounts, the labels currently in your Label Manager and the Cart will be
cleared.

Currently billing to Account: 94883629

Select a payer account.

Select Account

94883629 1000008901 -

The shipper will be responsible for any payment adjustments post-shipping.

Switch To My Account Cancel

(c) (d)
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2)

Begin Single Label Creation Process — Two Options
Note, Shippers will not be able to see the Payer’s rates / prices when creating or purchasing

label(s).
a) Option 1: Select Create a Single Label located on the landing page.

Switch Payer Account 1
\ i Cart
‘Shipping with account: 94883629 L

Click-N-Ship®

Label Manager / Shipping History / Address Book / USPS Connect® / Direct Connect / Preferences
Sign Up for a Click-N-Ship® Business Rate Card and Save
Get Lower
Rates You will have access to non-published, discounted prices for your business shipping needs. Get discounted business

rate prices for Priority Mail® and USPS Ground Advantage™ postage purchases.

H What's in your Label Manager?
Hi, Greg! o 2
Welcome to the new Click-N-Ship Enhanced Shipping experience! Here you can view your 0 5
account information, start your Glick-N-Ship experience, access previous labels, create Oz
new labels. manage your address book, and more!

3 0

® Incomplete Batches ® Complete Baiches

® Complete Labels

View Label Manager ] I Switch Payer Account

Let's get started! How would you like to create your labels?

Start From Address Book

Create a Single Label Create a Batch
QOrganize your labels into a batch

and utilize our streamlined multi-
label creation process.

Greate individual labels manually
within our improved creation process.

Import Labels
Start multiple labels in Label Manager
by bringing in addresses from your
Address Book

Import multiple labels via a File
Upload and continue editing in
Label Manager.

b) Option 2: Click on New Label located on the Label Manager page.

Click-N-Ship®

/ Shipping Histery / Address Book / USPS Gonnect® /

Direct Gonnect  /

Preferences

Al Labels (67) Batches (72)
Use Address Book C' Refresh Add All Complete to Cart >
New Label
ewtal \ date and time created. Each new label will appear at the top of the table.
New Batch n Edit Service And Mailpi;ce ° »and Mailpiece Mailpiece Details Extra Services Total Price All Labels v
File Uplaad Bayaloune Priority Mail® Flat Rate  Value: $100 Signature $12.20
lan Team LLC Envelope + Add Mailpiece ~ Gonfirmation™
Marketplace Import Edit Service And Netails Insurance
ERMAN ST o
BLUFF, NE, 89361-5900 Mailpiege *Add Meilpiece USPS Tracking (& Added o cart
o Edit Service And Mailpi Detaie Electronic Edit Label
it Service And Mailpiece Hetdon Bostage
Edit Extra
Services
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3) Verify your Sender Details

The Sender Details section is pre-populated by default based on the address associated with
your account. To change or update this default address, refer to the Preferences tab located at

the top of the landing page.

a) To manually edit the Sender Details information (i.e., Return Address, Email, Phone,
Tracking Notifications selections), click Edit to update those fields accordingly.
Remember to click Save within the Sender Details section to save any changes to the

Sender Detail fields.

b) If you are shipping from a different ZIP Code™ than the ZIP Code™ indicated in your
Return Address, please enter the correct shipping from ZIP Code in the Ship from a
different ZIP Code™ field. (e.g.: | am shipping items out of a warehouse in Washington,
DC, but items should be returned to my location in New York. | would indicate | am

shipping from Washington DC)

Click-N-Ship®

Sign Up for a Click-N-Ship® Business Rate Card and Save

Get Lower

7
Label Manager / Shipping History / Address Book J USPS Connect [/ Preferences \_J-Can

Rates You wi!l hawve accass to non-published, discounted prices for your business shipping neads. Geat discountad business Sign Up

rate prices for Prionity Mail® and USPS Ground Advantage™ postage purchases.

< Label Manager

You can save your label to Label Manager after you have entered the Recipient Information. Once all
required information is entered, you can add it directly to the Label Gart.

Step 1: Enter Recipient Details

Please provide information about the delivery address below. Recipient Information is

required before selecting package services

USPS® Smart Lockers: Available in select locations, USPS® Smart Lockers let
@ you ship packages to people via seff-service pickup at free, secure Smart
Lockers in Post Office™ locations. (Recipient email address requried.) Learn

more.

Use Address Book

First Name MU Last Mams

Company

Courtry

Unitad States of America

“Street Address Apt/Suite

| | |

“City “State

| =

|:| Save to Address Book

(:) Status Notifications: OFF

Add to Cart l Save l

Sender Details

Each label you create will pre-populate with this sender
information. If you would like to update this information, you may
do so in your Preferences. Otherwise, you can edit each label
once it is uploaded into Label Manager.

Return Address

Clark Kent
300 SUPERMAN ST
GHARLOTTE, NG 33333-0000

Ship from & different ZIP Code™

| | (®)

Email
Clark kent@accenturefederal.co
m

Phone

(704) 000-0000

|:| Send me tracking notifications

¥oeqpaay
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(i—ii)

4) Enter the Recipient Details — Two Options

Within Enhanced Click-N-Ship®, you have the capability to either enter the recipient details
manually or select an address from your Address Book.

a) Option 1: To manually enter the recipient details, simply fill out the fill-in boxes with the
Recipient’s Name, Company (if applicable), Address, City, State, and ZIP Code™.

i Note, if you would like the mailpiece recipient to get email notifications about
the mailpiece, check the “Send Recipient Email Notifications” checkbox. You
will need to enter the recipient’s email address and can add an optional
message (up to 125 characters).

ii. Note, you can save the entered address to your Address Book for later
refrence or use by checkboxing “Save to Address Book” checkbox.

Cl|ck-N-Ship® Label Manager / Shipping History / AddressBook / USPSConnect / Preferences \Lfc;m

Sign Up for a Click-N-Ship® Business Rate Card and Save
Get Lower
Rates You will have access to non published, discounted prices for your business shipping needs. Get discounted business

rate prices for Prionty Mail® and USPS Ground Advantage™ postage purchases.

< Label Manager

You can save your label to Label Manager after you have entered the Recipient Information. Once all o s
required information is entered, you can add it dirsctly to the Label Gart. e ave

Step 1: Enter Recipient Details Sender Details
Plzase provide information about the delivery address below. Recipient Information is Each label you create will pre-populate with this sender
required before selecting package services. information. If you would like to update this information, you may
do 50 in your Preferences. Otherwise, you can edit each label
USPS® Smart Lockers: Available in select locations, USPS® Smart Lockers let once it is uploaded into Label Manager.
@ you ship packages to people via self-service pickup at free, secure Smart
Lockers in Post Office™ locations. (Recipient email address requried.) Learn Return Address
more. Clark Kent
300 SUPERMAN ST

GHARLOTTE, NG 33333-0000

Use Address Book
Ship from a different ZIP Code™

First Name ML Last Name
Emes
Gempeny jared heidotting@accenturefeder
I | al.com
Phana
iz (513) 405-5475
I United States of America ‘ w |

|:| Send me tracking notifications

= |

“City “State “ZIP Code™

| | (S | |

|:| Save to Address Book

D Status Notifications: OFA
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b) Option 2: To select a saved address from your Address Book. Click Use Address Book to
access your Address Book.

CI|ck-N-Ship® Label Manager / Shipping History / Address Book / USPS Conmect / Preferences \;fcan

Skip the surcharge. Ship with USPS: There will be no peak or demand surcharges this season. Plus, all enhanced Glick-N-Ship®
@ customers receive lower Commercial Rates. Businesses can save even more on postage when they sign up for a Click-N-Ship® Business

Rate Gard.

< Label Manager

You can save your label to Label Manager after you have entered the Recipient Information. Once all to Cart s
required information is entered, you can add it directly to the Label Cart. o ave

Step 1: Enter Recipient Details Sender Details
Please provide information about the delivery address below. Recipient Information is Each label you create will pre-populate with this sender
required before selecting package services. information. If you would like to update this information, you may
do so in your Preferences. Otherwise, you can edit each label
USPS® Smart Lockers: Available in select locations, USPS® Smart Lockers let once it is uploaded into Labal Manager.
@ you ship packages to people via self-service pickup at free, secure Smart
Lockers in Post Office™ locations. (Recipient email address requried ) Learn Return Address
S Clark Kent
300 SUPERMAN ST

CHARLOTTE, NG 33333-0000

o)
Ship from a different ZIP Code™

First Nems ML Lest ame
Ems
Cempany jared.heidotting@accenturefeder
I I al.com
Frans
Gounty (513) 405-5475
United States of America | v l

[ Send me tracking notifications

c) Search for your desired recipient address and click Use This Address. The selected address
should then automatically populate within the Recipient Detail fields.

Address Book

Manage my Address Book > Search results 1-1 of 1 Results per page -

Al A B C D EF GH I J KL MMNOWPQQWRS T UV
Search Contacts —_—

w X vy Zz
All Contacts (1)

Name (Last, First) Locati

© KENT, CLARK 300 SUPERMANT ST
CHARLOTTE NC, 33333-0000
UMNITED STATES

Use This Address
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(a/b)

5) Select Hazardous Materials Type (If Applicable)
Select ‘Yes’ if your mailpiece contains any of the following hazardous or dangerous material:

a)

b)

batteries, dry ice, flammable liquids, aerosol sprays, air bags, ammunition, fireworks,
gasoline, lighters, lithium batteries, matches, nail polish, nail polish remover, nitrogen-

refrigerated liquid, paint, perfume, aerosols, camping stoves, radioactive materials, solvents,

and more (click on ‘more examples’ for detailed list).

Select ‘No” if your mailpiece does not contain any hazardous or dangerous materials.
If ‘Yes” is selected, select a category type for the hazardous or dangerous material.

Does this parcel contain anything potentially hazardous?

This category includes items such as batteries, dry ice, flammable liguids, asroscl sprays,
air bags, ammunition, fireworks, gasoline, lighters, lithium batteries, matches, nail polish,
nail polish remover, nitrogen-refrigerated liquid, paint, perfume, aerosols, camping stoves,
radioactive materials, solvents, and more. See examples

If you use the United States Postal Service to ship products that contain hazardous

)

materials, including lithium batteries, the newest changes to USPS Publication 52 (Pub 52)

will affect your shipmenis.

The following tutorial will help you learn how to securely package, label and ship HAZMAT
for domestic destinations through USP3®. View tutorial at www.usps.com/hazmat

Hazardous items must ship in separate packages.

Are you shipping dangerous goods or hazardous materials?

O ves
O Mo

Select a category

Selact a categary

Select a hazardous or dangerous material category: w
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6) Select the Service Type
a) Select the date you would like the mailpiece to ship (you may select a date up to 3 days from

today).

b) Choose the Mailpiece Type (USPS Flat Rate Packaging or Choose your own box).
i If you select “Choose your own box,” please enter the mailpiece weight,
dimensions (if shipping a mailpiece greater than 12” long), and girth (if

(a)

applicable).

Step 2: Select Service and Mailpiece Type

Fill out the information below and aslect yvour asrvice and mailpisce type.

Shipping Date
Chooss B dateup 1o 3 lef.'E- from tIZIUE['_r'.

02/29/2024

i3

[choose Your Mailpiece Type
() USPS® Flat Rate Packaging
Q) Cheoose your own box

[f the weight vou enter is l2ss than the actual weight of the mailpiscs, the
Fost Service™ will require additional postage either at the time of mailing
or delivery.

“Plesss enter your total malipiscs walght.
Entar a value of 0 or higher for pounds and cunces.

‘ 1] Ibs 0 oz ‘
Enter the dimensions if known.
Lemgtn Wit Height

L] in ‘ H in 0] in

[] This mailpiece isn't a standard, rectangular box

Do ey of the bslow characteristics apply 1o youwr meliplecs?

If muitiple apply, please salect one. Otherwise, choose Monea.

‘ Mone W ‘
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c) Select a Service Type by clicking on the dropdown button and selecting from the options

(c)

available.

i.  Note: USPS Connect® Local Service Types will only be displayed for eligible
addresses. Eligibility is determined by the sender address entered in step 1.

Select Your Service and Mailpiece Type

Selecting a Pricrty Mail Flat Rate® product or a Priority Mail Express Flat Rata® product
requires usps® provided packaging.

If you plan to ship live animals, please go to your local Post Office™.

Earvice Type: which shipping mathod would you like for this mailpiece?

Select g Service -
Priority MelkE 1-3 Day Delvery [ Starting from 57.00
Priority L&l Express® 1-2 Day Deivary | Starting from 530.45
USPS Connect® Local 1-2 Dy Delvery [ Starting from 53.85
USPS Connsct® Local Mall 1-2 Day Delvery [ Starting from 52.65
USPS Ground Advantsge™ 2.5 Day Delvery | Starting from 55,70
USPS Ground Advantage™ Cublc 2-5 Day Delvery | Starting from 568,67
Priority M&lKE Cubic 1-3 Day Delvary | Starting from S5.07
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7) Select the Mailpiece Type (Two Options)

a) Option 1: For USPS Connect® Local Service Types — click on the View Mailpiece Types

button and select a mailpiece type from one of the options available based on your previous

selections.

i Note, as the Shipper — you will not be able to see the Payer’s rates and prices
when creating label(s) for them.

Select Your Service and Mailpiece Type

Salacting a Pricrity Mail Flar Rate® product or & Priority Mail Exprass Flat Bame® product

raquiras sps® provided packaging.

If you plan to ship live animals, pleasa go to your local Post Office” .

Sarvice Type- which shipping mathod would you like for this mailpiece?

‘ SPS Connect® Local

View Mailpiece Types

You're shipping with Commercial Pricing.
Enjoy vour discounted rates.

Prices are basad on shipping USPS Connect® Local from ZIF Code™ 63103 1o 63103

on (3/29/2024.
Mailpiece Type Scheduled Delivery Price
() USPS Connect® Locsl Fiat Rate Box Same-Day of Naxt-Day i—.

127 x 312" x 141787

(:I U3P3 Conmnect® Local Large Flat Rate Bag
14" x 17

l:l USP3 Connect® Local Small Flat Rate Bag
9 w12

Delivery

Same-Day or Next-Day
Delivery

Same-Day or Hext-Day
Delivery

Diom't 582 your Malplecs Typa? LUpdets your Shioping Dats, Packags Tyos, and Ssrvics Typs 1o 555
othsr optlons.
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b) After the Mailpiece Type is selected, select the Drop-off Location from the options
displayed:
i. Note: The same-day / next-day drop-off locations that are displayed are
determined by the sender address entered in step 1. To view the full list of
locations available, select Show More Locations.

Choose Your Drop-off Location

Please see the bottom of your label for the address of the postal facility where you must bring your
SCAN form and mailpieces to drop off for processing.

USPS Connect® Local - Destination Delivery Unit ("DDU")

(b) QO DDU: NORTHEAST
1820 HARRIS HOUSTON RD CHARLOTTE, NC 28262
Total Distance: 1.5 Miles

For Same-day Delivery, you'll need to drop all your mailpieces off before 6 a.m. local time of your
selected ship date.
~ Mailpieces dropped off later may be delivered the next day.

(i) Show More Locations

\ Rockwell

ae
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c) Option 2: For all other Service Types — click on the View Mailpiece Types button and select

(c)

(i)

a Mailpiece Type from one of the options available based on your previous selections.

i Note, as the Shipper — you will not be able to see the Payer’s rates and prices

when creating label(s) for them.

Select Your Service and Mailpiece Type

Selecting a F"ri-:jit,r Mail Flar Rate® product or a Priority Mail Express Flat Rare® product
requires LWSPS provided packaging.

If you plan to ship live animals, pleasa go to your local Post Office” .

Earvics Typs: which shipping mathod wauld you like for this mailpiecs?

Priority Mail@ ud |

View Mailpiece Types

You're shipping with Commercial Pricing.
Enjoy vour discounted rates.

Prices are basad on shipping Pricrity Mail® from ZIP Coda™ 63103 to 28262
on 03/29/2024.

Mailpiace Type Scheduled Delivery Price
Q) Priority Msil® Fiat Rats Envelope Apr 01, 2024 F—.—"
12-102° x 8-1/2"

2-Day Delivery

- Priority Msik® Large Flat Rate Box Aproi, 2024 E5—.—"
218 %12 T i
e T 2-Day Delivery
() Priority Msil® Legal Fiat Rste Envelope Aproi, 2024 F—.—-
B mmanit .
e 2-Day Delivery
() Priority Msik®: Medium Flat Rate Box Apr 01, 2024 F——"

11" x B8-1/2" x 5-1/2" 13-5/8" x 17-7/8" x 3-3/8" 2-Dey Delivery

- Priority Maik® Padded Flat Rate Envelope Aproi, 2024 E—.—"

124102" x 812" i
arhe mEl 2-Day Delivery

() Priority Mail® Small Flat Rate Box Aproi, 2024 F—.—"

5-3/8" % B-508" x 1-508"
5-3/8" x 8-5/8" x 1-578 2-Day Delivery

() Priority Msil® Small Flat Rate Envelope Aprot, 2024 F—.—"
& 10" ]
= 2-Day Deliveny
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8) Enter Content Details (Optional)
The Content Details section is only required for mailpiece’s that require a Customs Form.

a) Enter the item description.
b) Enter the Item weight (Ibs.) - if not applicable, enter ‘0’
c) Enter the item weight (oz) - if not applicable, enter 0’.
d) Enter the item value.
e) Enter the quantity of the item.
f) Add another item.
g) Enter the mailpiece value.

Step 3: Content Details

This information is required for labels that require & custama form.

ltem Details
If vou'd like to add items, uas the fields below.

ltem #1
Item Description (a) iem Ios (b) Item oz (c)
lbs oz
itsm Valss o’
(d) g

o [ -

Mailpiece Details

nalipiecs valus

S |lo (g)

Enter 8 veEls up to and Including $E6,000.00




9) Select Extra Services

a)

If you are interested in adding extra services to your mailpiece, please select one of the

available Insurance options and Signature Services options.

i Note, as the Shipper — you will not be able to see the Payer’s rates and prices

when creating label(s) for them.

Step 4: Select Extra Services

Please select any extra services you would like to add to this label.

Priority Mail covers up to $100 of the mailpiece value. For mailpieces with a

value over $100, additional insurance can be purchased to cover the

balance.

Insurance

() Mone

©Q Insurance

Signature Services

Q nNone

Adult Signature Restricied ()
Delivery 21 or Older

O
() Adult Signature 21 or Older @
Requirad

O

Signature Confirmation™

Additional Delivery Services

[}

PS Tracking

|:| Lakel Delivery - Outbound

Return Services
Thiz iz the only oppeortunity to create & return label for this outgoing label.

|:| Create a return label

It iz free to create & raturmn label. You
will only be charged if this return labal
iz used.

Free*

‘Prices gatermined on payment
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10) Review Label Summary
a) Refer to the Label Summary to get a brief summary of your label order. The Label
Summary will be a grey box located at the top right or the bottom of the page.
i. Note, as the Shipper — you will not be able to see the Payer’s rates and prices
when creating label(s) for them.

Label Summary

USPS Tracking Electronic

nsurance

Total Unavailable

Prices detsmminaed ot pEyTent

Add to Cart ‘ Save

11) Add Label to Cart or Save Label
a) Ifall required information is correct and you would like to proceed to purchase the
label, click Add to Cart and you will be notified about USPS® Smart Locker availability.
b) If all required information is correct and you would like to save you label, click save to
save your label to your Label Manager
i. Note, you can save at any time if Recipient Details are provided. Saving will
allow you to come back to this label later to make any changes prior to
purchasing it.

Label Summary

USPS Tracking Electronic

nsurance

Total Unavailable

‘Prices getaminsd an pEymsnt

Add to Cart Save

(a) (b)
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How to Create a Multi-Label Batch
Create multiple labels for multiple recipients via the batch method.

1) Begin Multi-Label Batch Process
a) Option 1: Select Create a Batch located on the landing page.

click-N—Ship® Label Manager / Shipping History / AddressBook [/ USPSConnect / Preferences \,EJ-QEIT

Sign Up for a Click-N-Ship® Business Rate Card and Save

Get Lower
Rates “You will have access to non-publishad, discounted prices for your business shipping neads. Get discounted business

rate prices for Priarity Mail® and USPS Ground Advantage™ postage purchases.

Hi, Ted! What's in your Label Manager?
Welcome to the new Click-N-5Ship Enhanced Shipping experience! Here you 86 10
can view your account information, start your Click-N-Ship experience,
access previous labels, create new labels, manage your address book, and EECaTE e Uiz Lizn
more!

11 0

# [ncomplate Batches ® Complete Batches
View Label Manager

Want to create an Enterprise Payment Account (EPA) to pay and manage services online through a singls

account? Create one today or read more about the benefits of the Enterprise Payment System (EPS). Once Create an EPS Account
you create an EPA, activation may take up to 24-36 hours.

Let's get started! How would you like to create your labels?

(o

Create a Single Label Create a Batch Import Labels Start From Address Book
Organize your labels into a

Creste individual labels manually Impart multiple labels via a File Start multiple labsls in Label
R . batch and utilize our i -
within our improved crsation . Upload and continue editing in Manager by bringing in addreases
streamlined multi-label creation
process. Label Manager. from your Address Book.

process.

b) Option 2: Click New Batch from the Label Manager Page.

Click-N-Ship® o can

Label Manager / Shipping History / Address Book / USPS Connect® / DirectGonnect /| Preferences

All Labels (67) Batches (72)
m Use Address Book C' Refresh Add All Complete to Cart >

New Label \ date and time created. Each new label will appear at the top of the table,
New Batch Service and Mailpiece  Mailpiece Details Extra Services Total Price All Labels v
BF File Upload Sayaloune Priority Mail® Flat Rate  Value: $100 Signature $12.20
lan Team LLG Envelope + Add Mailpiece  Confirmation™
B Marketplace Import —ERMAN ST Edit Service And Details Insurance
BLUFF, NE, 69361-5900 Mailpiece USPS Tracking @ Added to cart
Electronic Edit Label
Hidden Postage
Edit Extra
Services

95



2) Verify your Sender Details

The Sender Details section is pre-populated by default based on the address associated with
your account. To change or update this default address, refer to the Preferences tab located at

the top of the landing page.

a) To manually edit the Sender Details information (i.e., Return Address, Email, Phone,
Tracking Notifications selections), click Edit to update those fields accordingly.
Remember to click Save within the Sender Details section to save any changes to the

Sender Detail fields.

b) If you are shipping from a different ZIP Code™ than the ZIP Code™ indicated in your
Return Address, please enter the correct shipping from ZIP Code™ in the ‘Ship from a

different ZIP Code™ field. (e.g.: | am shipping items out of a warehouse in Washington,

DC, but items should be returned to my location in New York. | would indicate | am

shipping from Washington DC)

CIle-N-Ship® Label Manager

Skip the surcharge. Ship with USPS: There will be no peak or demand surcharges on holiday shipping this season. Plus, all enhanced Click-

I @ N-Ship® customers receive lower Commercisl Rates.

Create your Batch

Fill out the information about the batch vou would like to create.
Once yeu fill out this information, you will be brought to the
Bstch View' where you can easily create and edit multiple
labels at once.

Batch Details

Estch Mama (optionsl)
You can name your Eatch hare. If you don't name it, & name will be generetsd based
o the dets Bnd tme of creation (5.5 Sstch 04/032021, 05:34 PM)

Estch Motss foptionsl)

Sender Details

Each label you create will pre-populate with this
sender information. If you would like to update this
information, you may do so in your Preferences.
Otherwise, you can edit each label once it is uploaded
into Label Manager.

Return Address

Clark Kent
300 SUPERMAN ST
CHARLOTTE, NC 33333-0000

Ship from a different ZIP Code™

(b)

Email

clark.kent@gmail.com

Phone

(704) 780-0052

[] send me tracking notifications ( a )

# Edit

0
/ Shipping History / Address Book / USPSConnect [ Preferences \___fCan
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(a-b)

3) Enter Batch Details and Create Batch

a) Enter a Batch Name. If no name is entered, it will autogenerate a batch name.

b) Enter Batch Notes (Optional)

c) Select Create Batch to be directed to the Batch Summary page and to start adding

recipients.

Click-N-Ship®

Label Manager / Shipping History / Address Book / USPS Connect® / Direct Connect

Create your Batch

Fill out the information about the batch you would like to create. Once you
fill out this information, you will be brought to the 'Batch View' where you
can easily create and edit multiple labels at once.

Batch Details

Batch Name (optional)

You can name your Batch here. If you don't name It, a nama will be generared based on the date
and time of creation fe.q. Batch 2024-01-30, 18:00)

Batch Notes (optional)

Cancel

S cart
—

Preferences

Sender Details

Each label you create will pre-populate with this sender
information. If you would like to update this information, you
may do so in your Preferences. Otherwise, you can edit each
label once it is uploaded into Label Manager.

Return Address

Earth Actually
300 SUPERMAN ST
SAN ANTONIO, TX 78255

Ship frem a difierant ZIP Code™

Email Phone

john.doe@gmail.com (704) 780-0000

I Create Batch I
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4) Adding Recipients

a) Option 1: Add Recipients to a batch via File Upload by selecting Add from File Upload.

Click-N-Ship®

Label Manager

f{  Shipping History [ Address Book J USPS Gonnect [ Preferences

O/ o

I (D Hide Postage on Label - Choose if you want the postage price to appear on your printed domestic labels. Visit the Preferences tab to learmn more.

{ Back to Batches

Batch: John Doe (1 Label)

Batch Summary

Total $14.75

Add Recipient

O Ship Date  Recipient Service and Mailpiece

Sender Information
Clark Kent

300 SUPERMAN ST
CHARLOTTE, NC 33333

Mailpiece Details

Edit l l C Refresh

Batch Notes

Add All Complete to Cart >

Extra Services Total Price  All Labels -

1O 11/17/2023  Johnny Doe
300 SUPERMAN ST
DECATUR, GA 30000-0000 3

Your Own Box

Pricrity Mail Express® Choose

Edit Service And Mailpiece

1oz
Value: $100
+ Add Mailpiece

Details

USPS Tracking Electronic $14.75
Insurance
Edit Extra Services

b) Option 2: Add recipients to a batch via Label Manager by clicking on the dropdown and

selecting Add to Batch.

Click-N-Ship®

0
_ / Shipping History / AddressBook / USPSConnect [/ Preferences \._.rCari

I @ Hide Postage on Label - Choose if you want the postage price to appear on your printed domestic labels. Visit the Preferences tab to learn more.

All Labels (693) Batches (13)

New Label Use Address Book

O Ship Date  Recipient Service and
/" Edit # Edit # Edit

C Refresh Add All Complete to Cart >

Mailpi Details

# Edit

1 12/12/2023 Clark Kent
Pick up at:
@ 300 SUPERMAN ST
DECATUR, GA 30030-0000

Ship to:
PO BOX LOCKER
Decatur, GA 30030-2053

Priority Mail Express® Choose 10z
Your Own Box

Edit Service And Mailpiece

Value: $100

Details

+ Add Mailpiece

Add to Cart
Extra rice  All Labels v
/' Edi] Add to Batch
Duplicate
UsPs
Insuraf  Flag as Priority
Edit E:

Create Return Label

Add to Cart
Delete

Delete All Labels
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5) Select Service and Mailpiece Details
There are multiple ways to select your Service and Mailpiece Types. Steps (a)-(c) each outline a
different method to select service and mailpiece details for the recipients.

If you have 50 or more labels destined for the same delivery area, you may be eligible for USPS
Connect® Regional. More information on USPS Connect® Regional can be found here.

a) Individual Recipient Method: If you would like service and details specific to each recipient
you may click on the “Edit Service and Mailpiece” button in the recipient’s label row. A pop-
up will appear where you can select the Service and Mailpiece type for a single recipient.

b) “Edit All” Method: If all recipients have the same Service and Mailpiece details, you may
select the “Edit” button located beneath the “Service and Mailpiece” title. A pop-up will
appear where you can select the Service and Mailpiece type for all recipients.

c) Bulk Action Method: If there are sub-group of recipients with the same Service and
Mailpiece details, you may checkbox their names on the left, click the “Action” dropdown
button, and select the “Edit” option in the drop-down menu. A pop-up will appear where
you can select the Service and Mailpiece type for the sub-group of recipients.

- - 5
Chck- N_Sh|p® Label Manager / Shipping History / AddressBook /[ USPSConnect / Preferences \nl' Cart

I @ Hide Postage on Label - Choose if you want the postage price to appear on your printed domestic labels. Visit the Preferences tab to learn more.

< Back to Batches

Batch: John Doe (1 Label) Edit ] [ ¢ Refresh
Batch Summary Sender Information Batch Notes
Total $14.75 Clark Kent

300 SUPERMAN ST
CHARLOTTE, NC 33333

Add Recipient Add From File Upload ( Cc ) Add All Complete to Cart >

ShipDate  Recipient Service and Mailpiece Mailpiece Details Extra Services Total Price  All Labels S
FEdt  pEdit (b) |, ean S # Edit

1 03/24/2023  Maya Pack Prioity Mail® Flat Rate Envelope +Add Mailpiece | rance $8.05
300 SUPERMAN ST Edit Service And Mailpiece Details USPS Tracking Electronic
DECATUR, GA 30000-0000 Edit Extra Services

(a) _

2 03/31/2023 Leon S Kennedy Priority Mail® Flat Rate Envelope + Add Mailpiece Insurance $8.05
300 SUPERMAN ST Edit Service And Mailpiece Details USPS Tracking Electronic
DECATUR, GA 30000-0000 Edit Extra Services
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6) Edit Mailpiece Details

There are multiple ways to enter Mailpiece details for your labels. Steps (a)-(c) each outline a
different methods to select enter Mailpiece details for the recipients.

a) Individual Recipient Method: If you would like to input Mailpiece details specific to each
recipient you may click on the “Add Mailpiece Details” button in the recipient’s label row. A
pop-up will appear where you can enter the Mailpiece details for a single recipient.

b) “Edit All” Method: If all recipients have the same Mailpiece details, you may select the
“Edit” button located beneath the “Mailpiece Details” title. A pop-up will appear where you
can enter the Mailpiece details for all recipients.

c) Bulk Action Method: If there are sub-group of recipients with the same Mailpiece details,
you may checkbox their names on the left, click the “Action” dropdown button, and select
the “Edit” option in the drop-down menu. A pop-up will appear where you can enter the
Mailpiece details for the sub-group of recipients.

- - 5
Chck- N _Sh| p® Label Manager / Shipping History / AddressBook /[ USPSGonnect / Preferences \nr Cart
I @ Hide Postage on Label - Choose if you want the postage price to appear on your printed domestic labels. Visit the Preferences tab to learn more.

< Back to Batches
Batch: John Doe (1 Label) Edit l l C Refresh
Batch Summary Sender Information Batch Notes
Total $14.75 Clark Kent
o ) 300 SUPERMAN ST
CHARLOTTE, NC 33333
(c)
Add Recipient Add From File Upload Add All Complete to Cart >
(b)
Ship Date  Recipient Service and Mailpiece Mailpiece Details Extra Services Total Price  All Labels -
# Edit /# Edit / Edit 2 Edit # Edit
1 03/24/2023  Maya Pack Priority Mail® Flat Rate Envelope + Add Mailpiece Insurance $8.05
300 SUPERMAN ST Edit Service And Mailpiece Details USPS Tracking Electronic
DECATUR, GA 30000-0000 ( a ) Edit Extra Services
2 03/31/2023 Leon S Kennedy Priority Mail® Flat Rate Envelope + Add Mailpiece Insurance $8.05

300 SUPERMAN ST
DECATUR, GA 30000-0000

Edit Service And Mailpiece

Details

USPS Tracking Electronic
Edit Extra Services
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7) Select Extra Services
If you are interested in adding extra services to your Mailpiece(s), please select one of the
available Insurance options and Signature Services options.

There are multiple ways to select your Extra Services for your Mailpiece’s. Steps (a)-(c) each
outline a different method to select Extra Services for the recipients.

a) Individual Recipient Method: If you would like to select Extra Services specific to each
recipient you may click the “Edit Extra Services” button in the recipient’s label row. A pop-up
will appear where you can select the desired Extra Services for a single recipient.

b) “Edit All” Method: If your batch of labels all have the same Service and Mailpiece type and
all recipients require the same Extra Services, you may select the “Edit” button located
beneath the “Extra Services” title. A pop-up will appear where you can select the desired
Extra Services for all recipients.

c) Bulk Action Method: If there are sub-group of recipients with the same Service and
Mailpiece type that need Extra Services, you may checkbox their names on the left, click the
“Action” dropdown button, and select the “Edit” option in the drop-down menu. A pop-up
will appear where you can select the desired Extra Services for the sub-group of recipients.

- - 5
Chck- N_Sh|p® Label Manager / Shipping History / AddressBook / USPSConnect / Preferences \nl' Cart

I @ Hide Postage on Label - Choose if you want the postage price to appear on your printed domestic labels. Visit the Preferences tab to learn more.

< Back to Batches

Batch: John Doe (1 Label) Edit l l O Refresh
Batch Summary Sender Information Batch Notes
Clark Kent
Total 14.75 _
@ s 300 SUPERMAN ST
CHARLOTTE, NC 33333
(c)
Add Recipient Add From File Upload Add All Complete to Cart >
(b)
Ship Date  Recipient Service and Mailpiece Mailpiece Details Extra Services Total Price  All Labels -
# Edit # Edit 2/ Edit £ Edit # Edit
1 03/24/2023 Maya Pack Priority Mail® Flat Rate Envelope ~ + Add Mailpiece = o $8.05
300 SUPERMAN ST Edit Service And Mailpiece Details USPS Tracking Electronic
DECATUR, GA 30000-0000 Edit Extra Services
. (a)
2 03/31/2023 Leon S Kennedy Priority Mail® Flat Rate Envelope + Add Mailpiece Insurance $8.05
300 SUPERMAN ST Edit Service And Mailpiece Details USPS Tracking Electronic
DECATUR, GA 30000-0000 Edit Extra Services
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8) Add Labels to Cart
Review all the recipient details, and if everything is correct begin adding labels to your cart for
checkout.

There are multiple ways to add labels to the cart. Steps (a)-(b) each outline a different method

to add labels to the cart.

a) Individual Recipient Method: Individually add labels to cart by selecting Add to Cart in the
recipient’s row.
b) “Add All” Method: Add all labels to cart by selecting Add All Complete to Cart.

Click-N-Ship® Label Manager / Shipping History / Address Book / USPSGonmect / Preferences \Iil'can

I @ Hide Postage on Label - Choose if you want the postage price to appear on your printed domestic labels. Visit the Preferences tab to learn more.

< Back to Batches

Batch: John Doe (1 Label) Edit l l C Refresh
Batch Summary Sender Information Batch Notes
Total $14.75 Clark Kent
ota . 300 SUPERMAN ST
CHARLOTTE, NC 33333
(b)
Add Recipient Add From File Upload Add All Complete to Cart >
Ship Date  Recipient Service and Mailpiece Mailpiece Details Extra Services Total Price  All Labels -
# Edit # Edit # Edit /' Edit # Edit
1 03/24/2023  Maya Pack Priority Mail® Fiat Rate Envelope ~ + Add Mailpiece o000 $8.05
300 SUPERMAN ST Edit Service And Mailpiece Details USRS Tracking Electronic (a) Add to Cart .
DECATUR, GA 30000-0000 Edit Extra Services
2 03/31/2023  Leon S Kennedy Priarity Mall® Flat Rate Envelope + Add Mailpiece  |ngyrance $8.05
300 SUPERMAN ST Edit Service And Mailpiece Details USPS Tracking Electronic
DECATUR, GA 30000-0000 Edit Extra Services
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How to Import Labels via File Upload
Import multiple labels via the File Upload method outlined below.

s Please use this guide file and the steps below to understand the required
X fields and necessary inputs for Enhanced Click-N-Ship® file upload.

CNSv2JobAid_FileUpl

oad.xlsx Note, an updated Job Aid is currently under development which will be

included in this document once completed.

Download here

1) Begin File Upload Process
a) Option 1: Select Import Labels located on the landing page.

C||ck-N-Sh|p® Label Manager / Shipping History / AddressBook / USPSConnect / Prefersnces \,E,fCart

Sign Up for a Click-N-Ship® Business Rate Card and Save
Get Lower
Rates “fou will have access to non-published, discounted prices for your business shipping needs. Gat discounted business

rate prices for Priority Mail® and USPS Ground Advantage™ postage purchases.

Hi, Ted! What's in your Label Manager?

Welcome to the new Click-N-Ship Enhanced Shipping experience! Here you 86 10
can view your account information, start your Click-N-Ship experience,
sccess previous labels, create new labels, manage your addreas book, and

mare!
11 0
® [ncomplate Batches ® Complete Batches

® [ncomplate Labals ® Complete Labels

View Label Manager

Want to create an Enterprise Payment Account (EPA) to pay and manage services online through a single
account? Create one today or read more about the benefits of the Enterprise Payment System (EPS). Once Create an EPS Account
you create an EPA, activation may take up fo 24-36 hours.

Let's get started! How would you like to create your labels?

(e

Create a Single Label Create a Batch Import Labels Start From Address Book

Organize vour labels into &

Creste individual labels manually - Impart multiple labels via a File Start multiple labels in Label
. ) ) batch and utilize our _ L R
within our improved creation X . . Upload and continue editing in Manager by bringing in addres=es
streamlined multi-label creation
process. Label Manager. from your Address Book.

process.
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b) Option 2: Select File Upload located on the Label Manager page.

Click-N-Ship®

Label Manager / Shipping History / Address Book / USPSConnect® / Direct Connect

Al Labels (87)

New Label .

€ NewlLabel

£ NewBatch pt

Batches (72)

Use Address Book

by date and time created. Each new label will appear at the top of the table.

' Refresh

Service and Mailpiece

Add All Complete to Cart >

Extra Services Total Price All Labels v

[F File Upload

B Marketplace Import

fan Team LLC E:Yelsﬂpﬂl o
ERMAN ST I.‘ ‘éwlce "y
BLUFF, NE, 69361-5900 Mailpiece

Priority Mail® Flat Rate

Signature $12.20
Confirmation™
Insurance

USPS Tracking (& Added to cart
Electronic Edit Label
Hidden Postage

Edit Extra

Services
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(a)

2) Select File Type

a) To upload your own personal file, select | have my own file to upload (this includes the

downloadable template provided).

i. Note, it is recommended to utilize the CSV template that is provided within this
section. To download a copy of the CSV template, refer to the instructional
column on the right hand side and select Download CSV Template. To download
step by step instructions on how to fill out the template, select Download

Instructions.

Upicad Flie Assign to = Ssich

Import a List of Labels

It’s eazy to import labels, up to 1000 at a time. Start by selecting a C3V file to upload.

What file would you like to upload?

Map Column Headers Import Lebsls

© | have my own file to upload (This includes the downloadable template provided)

(O 1am uploading a file exported from an online marketplace

We recommend using a Click-N-Ship template to ensure field mapping accuracy.
However, you may upload your own version and manually map the fields that do not
automatically map.

Select CSV File to Upload

Download a Template and Instructions

A template CSV file is available

Download CSV
= Template

We have provided instructicns to understand the required
and necessary inputs for successfully uploading labels.

Download l

4
l = Instructions

Read our FAQs for more information.
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3) Upload File
a) If your file uploads successfully, you will see a green box verifying its successful upload.
b) Select Next to proceed to the next steps.

Upload File Assign to  Baich Mep Golumn Headsrs Import Labels

Import a List of Labels

It's easy to import labels, up to 1000 at a time. Start by selecting a GSV file to upload. Download a Template and Instructions

What file would you like to upload? Atemplate CSV file is available

© 1 have my own file to upload (This includes the downloadable template provided) l Ii, Download CSV Template |

O 1am uploading a file exported from an online marketplace

We have provided instructions to understand the required and necessary

i ts i ssfull loading labels.
File Selected: Johnny File Upload.csv inputs for successiully uploading labels

l 1, Download Instructions |

(& Upload Successful

The file did upload successfully. Next, map the fields. . )
Read our FAQs for more information.

( b ) Fields Required

Required Recipient Information
Home Label Manager
First Name, Last Name, Address Line 1, City/Town, State, ZIP Code™
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4) Assign to Batch
a) To add the labels to an existing batch, select Add to an Existing Batch.
b) To add the labels to a new batch, select Create a New Batch.
i. Note, if a new batch is selected, you can name the Batch of labels and add notes if
needed (optional).
c) Once ready, select Next: Import Labels to proceed to the next section.

Upload Flis Assign 10 & Bstch IMap Column Hsaders Import Labsis

Assign to a Batch

Download a Template and Instructions

Would you like to add these labels to an existing batch or a new batch? Atemplate G5V file is available

(a/b)

O Add to an Existing Batch l Download CSV l

by
© Create s New Batch Template

We have provided instructions to understand the required

Add Labels to an New Batch and necessary inputs for successfully uploading labels.
Mame this Batch of Labels in Click-N-Ship
Download
. ' by i
Batch Name [optional) Instructions

Batch Notes Read our FAQs for more information.

l Add note for yourself {optional) l

Fields Required

Required Recipient Information

First Name, Last Name, Address Line 1, City/Town, State,

Home Label Manager ZIP Code™ and Country

Required Sender Information

First Name, Last Name, Address Line 1, City/Town, State,
ZIP Code™ Country, Email Address, Ceall Phone

Required Label Information

Package Type, Service Type, Shipping Date, Package
Weight
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(a)

5) Map Column Headers

a) To apply a saved mapping to the current one, select one from the Apply a Saved Mapping
dropdown section.

b) Verify that your file’s column headers have been mapped to the Click-N-Ship® Label
Manager fields. If a field is not correctly mapped, you may select another field from the
drop-down menu.

Upioad Flie Aszign 1o 2 Bstch Iisp Column Headsrs Import Lebsls

Tell us about your columns

Mow it's time to tell us about your columns. We call this process “Field Mapping™. Map the column
headers is how you tell Click-M-Ship where your GSV information should appear.

Instructions: For each dropdown in column two, select the closest match to name in column one.

Some rows are required and are marked with an asterisk and highlighted with a light blue marker. Assign
your column headers to the corresponding column headers Click-N-Ship fields on the left. Your file may
not have the same number of fields, and you only need to map the info you want to import. You can edit
the mappings if needed. Unmapped fields will not be imported. Mot all fields are required.

Apply a Saved Mapping

I Select v I l Clear Mapping l
~ Raguired
Click-N-Ship Fields Your File's Column Headers Status Example from your file {15t row)
Recipient Information Mapping Recommended 15 of 15 Mapped Fields Recipient Information
“ Recipient ZIP Code
( b ) Recipient ZIP Code ~ [ Mapped 58311
Recipient Phone
Recipient Phone ~ | Mappad 16124268617
Recipient Address Line 3
Flacipient Address Line 3 ~ | Mapped -
“ Recipient First Name
Recipient First Name ~ | Mapped John
“ Recipiant Addrass Line 1 o .
Recipient Address Line 1 ~ | Mappad 15341 Elm Rd. North
Recipient Address Lina 2
Recipient Address Line 2 R
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c) To save the current filed mappings as a template for future CSV uploads, enter the Field
Mapping Name and select Save as New Mapping to save the template (optional).
i Note, unmapped fields will not be imported.
d) Ifallinformation is correct and you would like to proceed, select Confirm Mapping & Import
Labels.

Recipient Email o .
Recipient Email ~ | Mapped jkbest83Egmail com
Recipient Urbanization Code
Recipient Urbanization Code ~ | Mapped _
Recipient Company/Org Nama
Recipient Company/Org Name ~ | Mapped _
* Recipient State
Recipient State ~ | Mapped MN
Sender Information Mapping Recommended 14 of 14 Mapped Fields Sender Information
Label Information Mapping Recommended 26 of 26 Mapped Fields Label Information

Make subsequent uploads a streamlined process. (Optional)

You have the option of saving the field mappings as a template for future GSV uploads. If you plan to import this CSV
template regularly, type in a name, we will save it for future use. (Leave blank if you don’t want to save it}

Field Mapping Mame

( c ) I Enter Name for this Field Mapping I I Save As New Mapping I

Home Label Manager
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6) Review Import Label Results

a) If the label import was successful, you will see a green box with the total number of labels

imported successfully.

b) If you have another file to upload, select Upload a New File and repeat steps 1-5.
c) If you do not have any other files to upload, select View in Label Manager to view the
imported labels in the newly created batch.

Upload File dissign 1o 2 Barch

Import Label Results

Magp Column Headars Impor: Labsis

Download a Template and Instructions

Total Labals Created

Aternplate CSV file is available

(a)
30of3
View Label Information in Click-N-Ship@ Import Another File
Go 1o Click-N-Ship Label Manager to view Have ancther fila? Return to the baginning of the
and edit the label information. procass to impert ancther CSV file.

( C ) View In Label Manager Upload a New File

Home Label Manager

(b)

l k) Download CSV Template ]

‘We have provided instructions to understand the required and
necessary inputs for successfully uploading labals.

l b, Download Instructions ]

Read our FAQs for more information.

Fields Required

Required Recipient Infermation

First Mame, Last Name, Address Line 1, City/Town, State, ZIP
Code™ and Country

Required Sender Information

First Mame, Last Mame, Addrees Line 1, City/Town, State, ZIP
Code™ Country, Email Address, Call Phone

Required Label Information

Package Type, Service Type, Shipping Date, Package Weight

110



d) If the label import was unsuccessful, you will see a yellow box with a total number of labels

that were not imported successfully.

e) Inthis case, review the file, ensure that the file meets the upload requirements, and

reupload the file until the file is successfully imported.

Import Label Results

View Label Information in Click-N- Import Another File
Ship®

Have another file? Return to the beginning
Go to Click-N-Ship Label Manager of the process to import another CSV file.

to view and adit the label
Upload a New File

information.

View In Label Manager

Labels that did not import (47)

Labels that had errors and didn't
import

47 of 47

Instructions: Ve strongly recommend re-uploading a ©5V with only thase labels.

Upload A File
Label Row Reasons record failed to Import
10 Unable to find rate
42 Unable to find rate
8 “fou have entered a non-deliverable Delivery Address. Please

verify address, including apartment, suite, etc. Additional
assistance is available at Find Zip Codes.

Unable to find rate

Download a Template and Instructions

Atemplate CSV filz is available

Download CSV
Template

We have provided instructions to understand the
required and necessary inputs for successfully
uploading labels.

Download
Instructions

Read our FAQs for more information.

Fields Required

Required Recipient Information

First Mame, Last Name, Address Line 1, City/Town,
State, ZIP Code™ and Country

Required Sender Information

First Mame, Last Name, Address Line 1, City/Town,
State, ZIP Code™ Country, Email Address, Cell Phone

Required Label Information

Package Type, Service Type, Shipping Date, Package
Weight
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7) Select Service and Mailpiece Details
You must select a Service and Mailpiece type for each uploaded label.

There are multiple ways to select your Service and Mailpiece Types. Steps (a)-(c) each outline a
different method to select service and Mailpiece details for the recipients.

a)

b)

Individual Recipient Method: If you would like Service and Mailpiece details specific to each
recipient you may click on the “Edit Service and Mailpiece” button in the recipient’s label
row. A pop-up will appear where you can select the service and Mailpiece type for a single

recipient.

“Edit All” Method: If all recipients have the same Services and Mailpiece details, you may
select the “Edit” button located beneath the “Service and Mailpiece” title. A pop-up will
appear where you can select the Service and Mailpiece type for all recipients.

Bulk Action Method: If there are sub-group of recipients with the same Service and
Mailpiece details, you may checkbox their names on the left, click the “Action” dropdown
button, and select the “Edit” option in the drop-down menu. A pop-up will appear where
you can select the Service and Mailpiece type for the sub-group of recipients.

Click-N-Ship®

Label Manager / Shipping History / Address Book /[ USPS Connect / Preferences

\ifCart
s

I @ Hide Postage on Label - Choose if you want the postage price ta appear on your printed domestic labels. Visit the Preferences tab to learn more.

€ Back to Batches

Batch: John Doe (1 Label)

Batch Summary

Sender Information
Clark Kent

Edit

l l (™ Refresh

Batch Notes

ot $14.75 300 SUPERMAN ST
CHARLOTTE, NC 33333
Add Recipient Add From File Upload
(b) —

Add to Cart

Ship Date Recipient Service and i Details Extra Services

# Edit # Edit & Edit £ Edit # Edit Remove from Batch
Duplicate
1 08/27/2023 Jim Jones Pricrity Mail® Choose Your Own Box} 16 oz + Add Extra Services
300 SUPERMAN ST + Add Mailpiece Flag

DECATUR, GA 30000-0000

Edit Service And Mailpiece

(a)

Details

Create Return Label

Delete

Delete All Labels

Add All Complete to Cart >

All Labels v
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8) Edit Mailpiece Details
The Content Details section is only required for Mailpiece’s that require a Customs Form.

There are multiple ways to enter Mailpiece details for your labels. Steps (a)-(c) each outline a
different methods to enter Mailpiece details for the recipients.

a) Individual Recipient Method: If you would like to input Mailpiece details specific to each
recipient you may click on the “Add Mailpiece Details” button in the recipient’s label row. A
pop-up will appear where you can enter the Mailpiece details for a single recipient.

b) “Edit All” Method: If all recipients have the same Mailpiece details, you may select the
“Edit” button located beneath the “Mailpiece Details” title. A pop-up will appear where you
can enter the Mailpiece details for all recipients.

c) Bulk Action Method: If there are sub-group of recipients with the same Mailpiece details,
you may checkbox their names on the left, click the “Action” dropdown button, and select
the “Edit” option in the drop-down menu. A pop-up will appear where you can enter the
Mailpiece details for the sub-group of recipients.

- - ]
Cllck—N—Sh|p® Label Manager / Shipping History / Address Book / USPSConnect / Preferences \nfcal"t

I @ Hide Postage on Label - Choose if you want the postage price to appear on your printed domestic labels. Visit the Preferences tab to learn mors.

£ Back to Batches

Batch: John Doe (1 Label) Edit ] [ C Refresh
Batch Summary Sender Information Batch Notes

Clark Kent
Total $14.75 300 SUPERMAN ST

CHARLOTTE, NC 33333

Add Recipient Add From File Upload ( b ) (C ) Add All Complete to Cart >

Add to Cart
Ship Date  Recipient Service and Mailpi Mailpiece Details|  Extra Services Al Labels v
/7 Edit # Edit /# Edit 7 Edit # Edit Remove from Batch
Duplicate
1 08/27/2023 Jim Jones Priority Mail® Choose Your Own Box_ 16 oz + Add Extra Services
300 SUPERMAN ST Edit Service And Mailpiece + Add Mailpiece Flag
DECATUR, GA 30000-0000 .
Details Create Return Label
( a ) Delete
Delete All Labels
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9) Select Extra Services
If you are interested in adding extra services to your Mailpiece(s), please select one of the
available Insurance options and Signature Services options.

There are multiple ways to select your Extra Services for your Mailpiece’s. Steps (a)-(c) each
outline a different method to select Extra Services for the recipients.

a)

b)

Individual Recipient Method: If you would like to select Extra Services specific to each
recipient you may click the “Edit Extra Services” button in the recipient’s label row. A pop-up
will appear where you can select the desired Extra Services for a single recipient. Note, extra
services can only be added to two labels at a time.

“Edit All” Method: If your batch of labels all have the same Service and Mailpiece type and
all recipients require the same Extra Services, you may select the “Edit” button located
beneath the “Extra Services” title. A pop-up will appear where you can select the desired
Extra Services for all recipients.

Bulk Action Method: If there are sub-group of recipients with the same Service and
Mailpiece type that need Extra Services, you may checkbox their names on the left, click the
“Action” dropdown button, and select the “Edit” option in the drop-down menu. A pop-up
will appear where you can select the desired Extra Services for the sub-group of recipients.

. . 0
C||ck-N-Sh|p® Label Manager / Shipping History / Address Book / USPS Connect / Preferences \'_fCar't

I @ Hide Postage on Label - Choose if you want the postage price to appear on your printed domestic labels. Visit the Preferences tab to learn more.

€ Back to Batches

Batch: John Doe (1 Label) Edit ] [ C Refresh
Batch Summary Sender Information Batch Notes

Clark Kent
Total $14.75 300 SUPERMAN ST

CHARLOTTE, NC 33333 (c)

Add Recipient Add From File Upload ( b ) | Add All Complete to Cart >

Add to Cart
Ship pms Racup.mnt Service and Mailpi ilpi Details Exba;emcas Remove from Batch All Labels v
# Edit  # Edit # Edit # Edit # Edit
| Duplicate
1 06/27/2023 Jim Jones Pricrity Mail® Choose Your Own Box 16 oz I + Add Extra Services
300 SUPERMAN ST Edit Service And Mailpiece + Add Mailpiece 1 Flag
DECATUR, GA 30000-0000 .
Details ( a ) Create Return Label

Delete

Delete All Labels
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10) Add Labels to Cart
Review all the recipient details, and if everything is correct begin adding labels to your cart for

checkout.

There are multiple ways to add labels to the cart. Steps (a)-(b) each outline a different method to
add labels to the cart.
a) Individual Recipient Method: Individually add labels to cart by clicking Add to Cart in the
recipient’s row.

b) Add All Method: Add all labels by clicking Add All Complete to Cart.
c) Bulk Action Method: Add specific labels to the cart by selecting the checkbox on your
preferred labels, then select Add to Cart in the Actions dropdown menu.

Click-N-Ship®

Label Manager /

Shipping History / Address Book / USPS Connect /

I @ Hide Postage on Label - Choose if you want the postage price to appear on your printed domestic labels. Visit the Preferences tab to learn more.

< Back to Batches

Batch: John Doe (1 Label)

Batch Summary

Total

Add Recipient

Add From File Upload

$14.75

Sender Information
Clark Kent

300 SUPERMAN ST
CHARLOTTE, NC 33333

5
Preferences \'_'r Cart

Edit |

l  Refresh

Batch Notes

(b)
= ==

Ship Date Recipient Service and Mailpiece Mailpiece Details Extra Services Total Price  All Labels hd
# Edit # Edit # Edit 7 Edit # Edit
1 03/24/2023  Maya Pack Priority Mail® Fiat Rate Envelope + Add Mailpiece  Insurance $8.05
300 SUPERMAN ST Edit Service And Mailpiece Details USPS Tracking Electronic Add to C: .

2 03/31/2023

DECATUR, GA 30000-0000

Leon S Kennedy
300 SUPERMAN ST
DECATUR, GA 30000-0000

Priority Mail® Flat Rate Envelope
Edit Service And Mailpiece

+ Add Mailpiece
Details

Edit Extra Services

Insurance
USPS Tracking Electronic
Edit Extra Services

$8.05
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How to Import Labels from an Online Marketplace

Import order exports from marketplaces such as Etsy, Shopify, BigCommerce, Rithum and directly upload
them to Enhanced Click-N-Ship® to create labels based off your orders via the File Upload method

outlined below.

1) Begin File Upload Process
a) Download your order export from the online marketplace to your computer.

b) Option 1:

c) Option 2:

Click-N-Ship®

I @ Hide Postage on Label -

Al Labels (623)

& NewLabel

Select Import Labels located on the landing page.

Click-N-Ship® AL e

Label Manager /  ShippingHistory /  AddressBook / USPS Connect | Preferences

Sign Up for a Click-N-Ship® Business Rate Card and Save
Get Lower
Rates You will have access to non-published, discounted prices for your business shipping nesds. Get

discounted businsss rate prices for Priority Mail® and USPS Ground Advantage™ postags purchases.

Hi, Ted! What's in your Label Manager?

Welcome to the new Click-N-Ship Enhanesd Shipping expenence! Hers you 519 3466
an view your aecount information, start your Click-N-Ship experience,
aceess previous labels, create new labels, manage your address book, and

more! 20 1

. . jete
View Label Manager Incomplate Baiches Complets Batches

® Incomplete Lsbels @ Complete Labals

Want to create an Enterprise Payment Account (EPA) to pay and manage services online through a single
account? Create one today or read more about the bengfits of the Enterprise Payment System (EPS). Once Create an EPS Account
you ereate an EPA, activation may take up to 24-36 hours.

Let's get started! How would you like to create your labels?

S | F B

Create a Single Label Create a Batch Import Labels Start From Address Book

Organize your labels into a

Create individusl lsbsls manually Import multiole labsis via & File Start multinle lsbels in Labs!
batch and utilize cur
within our improved crestion Upload and continue editing in Manager by bringing in addresses
streamiined multi-labl creation
process. Label Manager. rom your Address Book

process

Click on File Upload from Label Manager page.

Label Manager / Shipping History / AddressBook / USPSGonnect / Preferences
Choose if you want the postage price to appear on your printed domestic labels. Visit the Preferences tab to learn more.

Batches (13)

Use Address Book C* Refresh Add All Complete to Cart >

Service and p Mailpiece Details  Extra Services Total Price Al Labels v
£ New Batch # Edit # Edit / Edit
If File Upload nt Priority Mail® Large Flat Rate Box Value: $100 USPS Tracking Electronic  $19.90

Ship to:
PO BOX LOCKER
Decatur, GA 30030-2053

Edit Service And Mailpiece  + Add Mailpiece  insurance

@® 300 SUPERMAN ST ) N .
- Edit Extra S
DECATUR, GA 30000-0000 Details it Extra Services

(@ Added tocart

Edit Label
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2) Select Online Marketplace File
a) Select | am uploading a file exported from an online marketplace.

i. Note, it is recommended to utilize the CSV template that is provided within this
section. To download a copy of the CSV template, refer to the instructional column
on the right hand side and select Download CSV Template. To download step by
step instructions on how to fill out the template, select Download Instructions.

ii. To better understand the fields that are required, refer to the Fields Required
section.

Uploed File As=ign to 8 Batch Import Lebsis

Import a List of Labels

It's easy to import labels, up to 1000 at & time. Start by selecting a CSV file to upload. Download a Template and Instructions

What file would you like to upload? Atemplate CSV file is available

Download GV l

(O I have my own file to upload (This includes the downloadable template provided) oy
Template

(a ) I © | am uploading a file exportad from an online marketplace I

We have provided instructions to understand the required ( i )

Selact a Markeatplace File - l and necessary inputs for successfully uploading labels.

Download l

d
l = Instructions

“fou must selact 8 marketplace above

Select CSV File Read our FAQs for more information.

Fields Required
Import Labels
Required Recipient Information
Home Label Manager

First Name, Last Name, Address Line 1, City/Town, State,
ZIP Code™ and Country

(ii)
Required Sender Information

First Name, Last Name, Address Line 1, City/Town, State,
ZIP Code™ Country, Email Address, Call Phone

Required Label Information

Package Type, Service Type, Shipping Date, Package
Weight
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3) Select an Online Marketplace and Upload File
a) Click on the dropdown and select the online marketplace that you are exporting your file
from and then click on Select CSV file to select and upload your file.

Uploed File Assign to & Baich Import Labels

Import a List of Labels

It's easy to import labels, up to 1000 at a time. Start by sslecting a GSV file to upload Download a Template and Instructions

What file would you like to upload? Atemplate GSV file is available

O 1have my own file to upload (This includes the downloadable template provided) | Iﬁ, Download CSV Template ]

o I am uploading a file exported from an online marketplace

We have provided instructions to understand the required and necessary
inputs for successfully uploading labels.

Select a Marketplace File

Select a Marketplace File | by Download Instructions ]

Etsy
Read our FAQs for more information.
Shopify

BigCommerce

Rithum

Fields Required

Import Labels
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(d)

(e)

b) If your file uploads successfully, you will see a green box verifying its successful upload.

c) Select Import Labels to proceed to the next steps.

Uploed File Assign to @ Batch

Import a List of Labels

It's easy to import labels, up to 1000 at a time. Start by selecting a CSV file to upload.
What file would you like to upload?

() | have my own file to upload (This includes the downloadable template provided)

© | am uploading a file axported from an online marketplace

Shopify -

File Selected: Label_Template_Hannah.csv

(& Upload Successful

The file did upload successfully. Next, map the fields.

Import Labels

Home Label Manager

Import Labsis

Download a Template and Instructions

A template CSV file is available

&

Download CSV
Template

We have provided instructions to understand the requirad
and necessary inputs for successfully uploading labels.

Download l

4
l = Instructions

Read our FAQs for more information.

Fields Required

Required Recipient Information

First Name, Last Name, Address Line 1, City/Town, State,
ZIP Code™ and Country

Required Sender Information

First Mame, Last Name, Address Line 1, City/Town, State,
ZIP Code™ Country, Email Address, Cell Phone

Required Label Information

Package Type, Service Type, Shipping Date, Package
Weight
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4) Assign to Batch
a) To add the labels to an existing batch, select Add to an Existing Batch.
b) To add the labels to a new batch, select Create a New Batch.
a) Note, if a new batch is selected, you can name the Batch of labels and add notes if
needed (optional).
c) Once ready, select Next: Import Labels to proceed to the next section.

Uplead Fils Assign to 8 Bazsh Import Laksls

Assign to a Batch
Download a Template and Instructions

Would you like to add these labels to an existing batch or a new batch? Atemplate CSV filz is available

(O Add to an Existing Batch
( a / b ) l i}, Download CSV Template |
© Create a Mew Batch

W have provided instructions to understand the required and necessary
Add Labels to an New Batch inputs for successfully uploading labeals.

IMams this Bstcn of Lansis In Cick-H-5hip

{1, Download Instructions
Batch Mame (optional) l =

Batch Motss Read our FAQs for more information.

Add note for yourself (optional)

Fields Required

Required Recipient Information

First Mame, Last Name, Address Line 1, City/Town, State, ZIP Code™

Home Label Manager and Country

Required Sender Information

First Mame, Last Mame, Address Line 1, City/Town, State, ZIP Code™
Country, Email Address, Call Phonia

Required Label Information

Package Type, Sevice Type, Shipping Date, Package Weight
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5) Review Import Label Results

a) If the label import was successful, you will see a green box with the total number of labels

imported successfully.

b) If you have another file to upload, select Upload a New File and repeat steps 1-5.
c) If you do not have any other files to upload, select View in Label Manager to view the
imported labels in the newly created batch.

Upload File dissign 1o 2 Barch

Import Label Results

Magp Column Headars Impor: Labsis

Download a Template and Instructions

Total Labals Created

Aternplate CSV file is available

(a)
30of3
View Label Information in Click-N-Ship@ Import Another File
Go 1o Click-N-Ship Label Manager to view Have ancther fila? Return to the baginning of the
and edit the label information. procass to impert ancther CSV file.

( C ) View In Label Manager Upload a New File

Home Label Manager

(b)

l k) Download CSV Template ]

‘We have provided instructions to understand the required and
necessary inputs for successfully uploading labals.

l b, Download Instructions ]

Read our FAQs for more information.

Fields Required

Required Recipient Infermation

First Mame, Last Name, Address Line 1, City/Town, State, ZIP
Code™ and Country

Required Sender Information

First Mame, Last Mame, Addrees Line 1, City/Town, State, ZIP
Code™ Country, Email Address, Call Phone

Required Label Information

Package Type, Service Type, Shipping Date, Package Weight
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d) If the label import was unsuccessful, you will see a yellow box with a total number of labels

that were not imported successfully.

e) Inthis case, review the file, ensure that the file meets the upload requirements, and

reupload the file until the file is successfully imported.

Import Label Results

View Label Information in Click-N- Import Another File
Ship®

Have another file? Return to the beginning
Go to Click-N-Ship Label Manager of the process to import another CSV file.

to view and adit the label
Upload a New File

information.

View In Label Manager

Labels that did not import (47)

Labels that had errors and didn't
import

47 of 47

Instructions: Ve strongly recommend re-uploading a ©5V with only thase labels.

Upload A File
Label Row Reasons record failed to Import
10 Unable to find rate
42 Unable to find rate
8 “fou have entered a non-deliverable Delivery Address. Please

verify address, including apartment, suite, etc. Additional
assistance is available at Find Zip Codes.

Unable to find rate

Download a Template and Instructions

Atemplate CSV filz is available

Download CSV
Template

We have provided instructions to understand the
required and necessary inputs for successfully
uploading labels.

Download
Instructions

Read our FAQs for more information.

Fields Required

Required Recipient Information

First Mame, Last Name, Address Line 1, City/Town,
State, ZIP Code™ and Country

Required Sender Information

First Mame, Last Name, Address Line 1, City/Town,
State, ZIP Code™ Country, Email Address, Cell Phone

Required Label Information

Package Type, Service Type, Shipping Date, Package
Weight
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6) Select Service and Mailpiece Details
You must select a Service and Mailpiece type for each uploaded label.

There are multiple ways to select your Service and Mailpiece Types. Steps (a)-(c) each outline a
different method to select service and Mailpiece details for the recipients.

a)

b)

Individual Recipient Method: If you would like Service and Mailpiece details specific to each
recipient you may click on the “Edit Service and Mailpiece” button in the recipient’s label
row. A pop-up will appear where you can select the service and Mailpiece type for a single

recipient.

“Edit All” Method: If all recipients have the same Services and Mailpiece details, you may
select the “Edit” button located beneath the “Service and Mailpiece” title. A pop-up will
appear where you can select the Service and Mailpiece type for all recipients.

Bulk Action Method: If there are sub-group of recipients with the same Service and
Mailpiece details, you may checkbox their names on the left, click the “Action” dropdown
button, and select the “Edit” option in the drop-down menu. A pop-up will appear where
you can select the Service and Mailpiece type for the sub-group of recipients.

Click-N-Ship®

Label Manager / Shipping History / Address Book /[ USPS Connect / Preferences

\ifCart
s

I @ Hide Postage on Label - Choose if you want the postage price ta appear on your printed domestic labels. Visit the Preferences tab to learn more.

€ Back to Batches

Batch: John Doe (1 Label)

Batch Summary

Sender Information
Clark Kent

Edit

l l (™ Refresh

Batch Notes

ot $14.75 300 SUPERMAN ST
CHARLOTTE, NC 33333
Add Recipient Add From File Upload
(b) —

Add to Cart

Ship Date Recipient Service and i Details Extra Services

# Edit # Edit & Edit £ Edit # Edit Remove from Batch
Duplicate
1 08/27/2023 Jim Jones Pricrity Mail® Choose Your Own Box} 16 oz + Add Extra Services
300 SUPERMAN ST + Add Mailpiece Flag

DECATUR, GA 30000-0000

Edit Service And Mailpiece

(a)

Details

Create Return Label

Delete

Delete All Labels

Add All Complete to Cart >

All Labels v
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7) Edit Mailpiece Details
The Content Details section is only required for Mailpiece’s that require a Customs Form.

There are multiple ways to enter Mailpiece details for your labels. Steps (a)-(c) each outline a
different methods to enter Mailpiece details for the recipients.

a) Individual Recipient Method: If you would like to input Mailpiece details specific to each
recipient you may click on the “Add Mailpiece Details” button in the recipient’s label row. A
pop-up will appear where you can enter the Mailpiece details for a single recipient.

b) “Edit All” Method: If all recipients have the same Mailpiece details, you may select the
“Edit” button located beneath the “Mailpiece Details” title. A pop-up will appear where you
can enter the Mailpiece details for all recipients.

c) Bulk Action Method: If there are sub-group of recipients with the same Mailpiece details,
you may checkbox their names on the left, click the “Action” dropdown button, and select
the “Edit” option in the drop-down menu. A pop-up will appear where you can enter the
Mailpiece details for the sub-group of recipients.

- - ]
Cllck—N—Sh|p® Label Manager / Shipping History / Address Book / USPSConnect / Preferences \nfcal"t

I @ Hide Postage on Label - Choose if you want the postage price to appear on your printed domestic labels. Visit the Preferences tab to learn mors.

£ Back to Batches

Batch: John Doe (1 Label) Edit ] [ C Refresh
Batch Summary Sender Information Batch Notes

Clark Kent
Total $14.75 300 SUPERMAN ST

CHARLOTTE, NC 33333

Add Recipient Add From File Upload ( b ) (C ) Add All Complete to Cart >

Add to Cart
Ship Date  Recipient Service and Mailpi Mailpiece Details|  Extra Services Al Labels v
/7 Edit # Edit /# Edit 7 Edit # Edit Remove from Batch
Duplicate
1 08/27/2023 Jim Jones Priority Mail® Choose Your Own Box_ 16 oz + Add Extra Services
300 SUPERMAN ST Edit Service And Mailpiece + Add Mailpiece Flag
DECATUR, GA 30000-0000 .
Details Create Return Label
( a ) Delete
Delete All Labels
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8) Select Extra Services
If you are interested in adding extra services to your Mailpiece(s), please select one of the
available Insurance options and Signature Services options.

There are multiple ways to select your Extra Services for your Mailpiece’s. Steps (a)-(c) each
outline a different method to select Extra Services for the recipients.

a)

b)

Individual Recipient Method: If you would like to select Extra Services specific to each
recipient you may click the “Edit Extra Services” button in the recipient’s label row. A pop-up
will appear where you can select the desired Extra Services for a single recipient. Note, extra
services can only be added to two labels at a time.

“Edit All” Method: If your batch of labels all have the same Service and Mailpiece type and
all recipients require the same Extra Services, you may select the “Edit” button located
beneath the “Extra Services” title. A pop-up will appear where you can select the desired
Extra Services for all recipients.

Bulk Action Method: If there are sub-group of recipients with the same Service and
Mailpiece type that need Extra Services, you may checkbox their names on the left, click the
“Action” dropdown button, and select the “Edit” option in the drop-down menu. A pop-up
will appear where you can select the desired Extra Services for the sub-group of recipients.

. . 0
C||ck-N-Sh|p® Label Manager / Shipping History / Address Book / USPS Connect / Preferences \'_fCar't

I @ Hide Postage on Label - Choose if you want the postage price to appear on your printed domestic labels. Visit the Preferences tab to learn more.

€ Back to Batches

Batch: John Doe (1 Label) Edit ] [ C Refresh
Batch Summary Sender Information Batch Notes

Clark Kent
Total $14.75 300 SUPERMAN ST

CHARLOTTE, NC 33333 (c)

Add Recipient Add From File Upload ( b ) | Add All Complete to Cart >

Add to Cart
Ship pms Racup.mnt Service and Mailpi ilpi Details Exba;emcas Remove from Batch All Labels v
# Edit  # Edit # Edit # Edit # Edit
| Duplicate
1 06/27/2023 Jim Jones Pricrity Mail® Choose Your Own Box 16 oz I + Add Extra Services
300 SUPERMAN ST Edit Service And Mailpiece + Add Mailpiece 1 Flag
DECATUR, GA 30000-0000 .
Details ( a ) Create Return Label

Delete

Delete All Labels
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9) Add Labels to Cart
Review all the recipient details, and if everything is correct begin adding labels to your cart for

checkout.

There are multiple ways to add labels to the cart. Steps (a)-(b) each outline a different method to
add labels to the cart.
a) Individual Recipient Method: Individually add labels to cart by clicking Add to Cart in the
recipient’s row.

b) Add All Method: Add all labels by clicking Add All Complete to Cart.
c) Bulk Action Method: Add specific labels to the cart by selecting the checkbox on your
preferred labels, then select Add to Cart in the Actions dropdown menu.

Click-N-Ship®

Label Manager /

Shipping History / Address Book / USPS Connect /

I @ Hide Postage on Label - Choose if you want the postage price to appear on your printed domestic labels. Visit the Preferences tab to learn more.

< Back to Batches

Batch: John Doe (1 Label)

Batch Summary

Total

Add Recipient

Add From File Upload

$14.75

Sender Information
Clark Kent

300 SUPERMAN ST
CHARLOTTE, NC 33333

5
Preferences \'_'r Cart

Edit |

l  Refresh

Batch Notes

(b)
= ==

Ship Date Recipient Service and Mailpiece Mailpiece Details Extra Services Total Price  All Labels hd
# Edit # Edit # Edit 7 Edit # Edit
1 03/24/2023  Maya Pack Priority Mail® Fiat Rate Envelope + Add Mailpiece  Insurance $8.05
300 SUPERMAN ST Edit Service And Mailpiece Details USPS Tracking Electronic Add to C: .

2 03/31/2023

DECATUR, GA 30000-0000

Leon S Kennedy
300 SUPERMAN ST
DECATUR, GA 30000-0000

Priority Mail® Flat Rate Envelope
Edit Service And Mailpiece

+ Add Mailpiece
Details

Edit Extra Services

Insurance
USPS Tracking Electronic
Edit Extra Services

$8.05
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How to Create Labels from the Address Book

Create multiple labels using your Address Book following the steps below.

1) Begin Address Book Label Creation Process
a) Option 1: Select Start from Address Book located on the landing page.

- - 2
Click-N-Ship® Ao can
Label Manager / Shipping History / AddressBook / USPSConnect / Preferences

Sign Up for a Click-N-Ship® Business Rate Card and Save

Get Lower sign U
Rates You will have access to non-published, discounted prices for your business shipping needs. Get ign Up

discounted business rate prices for Priority Mail® and USPS Ground Adventage™ postage purchases

. i
Hi, Ted! What's in your Label Manager?
Welcame to the new Click-N-Ship Enhanced Shipping exparience! Here you 519 3466
can view your account infarmation, start your Click-N-Ship experience,
access previous labels, create new labels, manage your address book, and ® lncomplete Labele @ Complete Labels
more!

20 1

. OEmrTE=T
View Label Manager =

Want to create an Enterprise Payment Account (EPA) to pay and manags ssrvices anlins through = single

account? Create one today or read more about the bensfits of the Enterprise Payment System (EPS). Oncs Create an EPS Account
you creste an ERA, activation may take up to 24-36 hours.

Let's get started! How would you like to create your labels?

vl

Create a Single Label Create a Batch Import Labels Start From Address Book

Organize your labels into a

Create individual labels manually Import multiple labels via a File Start multiple labels in Label
; batch and utilize our N N
within our improved creation Uplead and continue editing in Manager by bringing in addresses
streamlined multi-label creation
process. Label Managsr. from your Address Book.

process.

b) Option 2: Select Use Address Book located on the Label Manager page.

- - 1
Cl|ck-N-Sh|p® Label Manager |/ Shipping History / Address Book / USPS Gonnect / Preferences f cart

I @ Hide Postage on Label - Choose if you want the postage price to appear on your printed domestic labels. Visit the Preferences tab te learn more.

All Labels (693) Batches (13)

c Refresh Add All Complete to Cart >

& NewLabel

Service and p Mailpi Details Extra Services Total Price Al Labels v
£ NewBatch # Edit # Edit # Edit
B File Upload Priority Mail® Large Flat Rate Box ~ Value: $100 USPS Tracking Electronic  $19.90

Edit Service And Mailpiece  Add Mailpiece Insurance

@ 300 SUPERMAN ST Edit Extra Services

DECATUR, GA 30000-0000 Details Added 1o cart
Edit Label
Ship to:

PO BOX LOCKER

Decatur, GA 30030-2053
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2) Select Recipient Address from Address Book
a) Search for and select the desired recipient addresses.
b) After all desired recipient addresses are selected, select New Label.

My Address Book Import Contacts

l Search Address Book Q l [ Selact Labels and Choose Action = I Export All (7)
Son By [ Setectan Viewing 1-7 of 7 contacts
l Last Name A-Z v |
CLARK KENT
D SO EMNTOT Ec ! Di ‘r
My Groups CHARLOTTE. NC. 33333.0000
Nogome CLARK KENT
O 210 SUPERMANT 5T Edit Delete New Label
CHARLOTTE, NC, 33333-0000
Create New Group CLARK KENT
O 310 SUPERMANT ST Edit Delete New Label
Missing contacts from your existing USPS Address Book? CLARK KENT
Sync All Contacts (] 310 SUPERMANT ST Egit Delete New Label

CHARLOTTE, NC, 33333-0000

c) The selected addresses should now appear in Label Manager along with any other labels
that may have previously saved or created. From here, you may proceed to edit and
manage the created labels as normal.

Al Labels (695) Batches (13)
New Label Use Address Book C Refresh Add All Complete to Cart >
] Ship Date  Recipient Service and Mailpi Details Extra Services Total Price All Labels -
1 O 12122023 ClarkKent it Service And Mailiece + Add Mailpiece  jngyrance $19.90
Pick up at: P Details USPS Tracking Electronic

@ 300 SUPERMAN ST Edit Extra Services

DECATUR, GA 30030-0000
Add to Cart v
Ship to:

PO BOX LOCKER

Save As Favorit
Decatur, GA 30030-2053 ave fis Favertte
Edit
+ Add Mailpiece Add to Batch
2 D 12/12/2023 Clark Kent Edit Service And Mailpiece ) P! Insurance $19.90
Pick up at: - Details i+ USPS Tracking Electronic

@ 300 SUPERMAN ST

Edit Extra Services Duplicate
DECATUR, GA 30030-0000

Flag as Priority

Ship to:
PO BOX LOCKER Delete
Decatur, GA 30030-2053
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3) Select / Edit Service and Mailpiece Details
Refer to page 23 of the Enhanced Click-N-Ship® User Guide to follow the steps required to select
your Service and Mailpiece details.

4) Select / Edit Extra Services
Refer to page 32 of the Enhanced Click-N-Ship® User Guide to follow the steps required to select
your extra services.

5) Adding Labels to Cart

Refer to page 33 of the Enhanced Click-N-Ship® User Guide to follow the steps required to add labels
to your cart.
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Enhanced Click-N-Ship®
Return Label(s)

Within the following section, you’ll receive step-by-step guidance on how to create, view, and manage

your Return Label(s).
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How to Create Return Labels

Within this section you will understand how to Create Return Label(s) by following the steps below.

1) Create Return Labels via the Single Label Flow Creation Process
a) Option 1: Select Create a Single Label located on the landing page.

Hi, Ted!

Welcome to the new Click-N-Ship Enhanced Shipping experience! Here you
can view your account information, start your Click-N-Ship experience,
access previous labels, create new labels, manage your sddress book, and

more!

View Label Manager

Want to create an Enterprise Payment Account (EPA) tc psy and manage services online through a single

What's in your Label Manager?

519 3466
® Incomplete Labels ® Complete Labels
20 1

® Incomplete Baiches ® Complete Batches

account? Create one today or read more about the benefits of the Enterprise Payment System (EPS). Once Create an FPS Account
vou create an EPA, activation may take up to 24-36 hours.

Let's get started! How would you like to create your labels?

Create a Single Label

Create individual lsbels manually
within our improved creation
process.

vl

Create a Batch

Organize your labels into a
batch and utilize our
streamlined multi-label creation
process.

Import Labels Start From Address Book
Import multiple labels via a File Start multiple labels in Label
Upload and continue editing in Manager by bringing in addresses

Label Manager.

from your Address Book.

b) Option 2: Select New Label located on the Label Manager page.

Click-N-Ship®

1
Label Manager |/ Shipping History / AddressBook / USPSConnect / Preferences \.—.rca"‘

I @ Hide Postage on Label - Choose if you want the postage price to appear on your printed domestic labels. Visit the Preferences tab to lsarn more.

Al Labels (593) Batches (13)

Use Address Book

C Refresh Add All Complete to Cart >

Int Service and Mailpi Details Extra Services Total Price Al Labels v
€ NewBatch # Edit # Edit # Edit
B File Upload lent Priority Mail® Large Flat Rate Box  Value: $100 USPS Tracking Electronic  $19.90
Edit Service And Mailpiece ~ Add Mailpiece  Insurance
N E)i?ji?ﬁ?g: gozgn 0000 i Edit Extra Services
' ) Details Added to cart
Edit Label

Ship to:
PO BOX LOCKER

Decatur, GA 30030-2053
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d)

Refer to page 12 — 16 of the Enhanced Click-N-Ship® User Guide to follow the steps

required to create your labels via the Single-Label Flow.

Once on the ‘Step 4: Select Extra Services’ section, select the Create a Return Label

checkbox.

i. Note, a new section, “Step 5: Create a Return Label” will appear after check

boxing.

Step 4: Select Extra Services

Please select any extra services you would like to add to this label.

Priority Mail covers up to $100 of the mailpiece value. For mailpieces with a value over
%100, additional insurance can be purchased to cover the balance.

Insurance

O MNona

o Insurance Free

Signhature Services

© Mons

() Adult Signature 24 or Oldar (0] £9.35
Requirad

(0) signature Confirmation £3.50

(C) Adult Signature Restricted {D $9.65
Delivery 21 or Oldar

Special Delivery Services

[0 Hide Postage on Label @ Free

Additional Delivery Services

B UsPS Tracking Electronic Free

[0 Label Delivery - Qutkound $1.25

Return Services

Thiz iz the only opportunity to create a refurn label for this outgoing label.

B Create a return label Free*®

“It iz free to create a retum label. You will only
be charged if this return label is used.
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e) Once on the “Step 5: Create Return Label” section, select the desired Return Service
type from drop-down menu.
i. Note: All return packaging is Choose Your Own Box packaging. An estimated
price will be displayed in the Return Package table; however, you will not be
charged for the Return Label until it is scanned and used.

Step 5: Create Return Label

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

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

Please select a service type for the return label below. All packaging is Choose Your
Own Box.

Service Type: Which shipping service would you like for this return label?

Select a Service v

Prionty Mail® Return
Pricrity Mail Express® Return
USPS Ground Advantage™ Return

B USPS Tracking Electronic Free
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2) Create Return Labels via the Label Manager
a) Select View Label Manager located on the landing page.

Click-N-Ship® Al can

Shipping History / AddressBook / USPSConnect / Preferences

Sign Up for a Click-N-Ship® Business Rate Card and Save
Get Lower Sign U
Rates You will have access to non-published, discountsd prices for your business shipping nesds. Get ign Up

discounted business rate prices for Priority Mail® and USPS Ground Advantsge™ postage purchasss.

Hi, Ted! What's in your Label Manager?

Welcome to the new Click-N-Ship Enhanced Shipping experience! Here vou 519 3466
<an view your account information, start your Click-N-Ship expsrience,
access previous labels, crests new Iabels, manags your address book, and

more! 20 1

@ late Batch [ ] late Batche:
View Label Manager = =

® incomplete Labels ® Complete Labals

Want to create an Enterprise Payment Account (EPA) to pay and manage services online through a single
account? Create one today or read more about the bensfits of the Enterprise Payment System (EPS). Once Create an EPS Account
Yyou create an EPA, activation may take up to 24-36 hours.

Let's get started! How would you like to create your labels?

v.

Create a Single Label Create a Batch Import Labels Start From Address Book
Greate individusl Iabels manually Organize your lebels iniz 2 Import multiple labels via & File Stert multiple labels in Label
batch and utlize our
within our improved crestion Uplosd and continus sditing in Marager by bringing in sddresses
streamlined multi-label creation
process. Label Manager. from your Address Book:

process.

b) Once on the Label Manager, select the checkbox of the desired Outbound Labels from

the Label Manager.
c) Click the Actions dropdown button and select Create a Return Label.

All Labels (13) Batches (30)

New Label Use Address Book Add All Gomplete to Cart >

Thiz Label Manager tabie is sorted by date and time created. Each new label will sppear at the top of the table.
Add to Batch
O Ship Date  Recipient Service and Mailpiece Mailpiece Details E| Total Price All Labels -
# Edit 7 Edit # Edit # Edit 4 Duplicate
Flag as Priority
1 03/22/2024 SAMUEL 'S Connact® Local Small Fist Rate Bag  Valua: 5250 Irf $10.20
3117 LAVALL CT Edit Service And Mailpiece + Add Mailpiece U @ Added 1o
Details H carn
H Delete Edit Labal
E|
Delete All Labels
2 03721/2024 M USPS Connect® Local Small Flat Rate Bag  Valug: 51000 Signature Confirmation 27.50
2440 CORNING AVE APT 202 Edit Service And Mailpiece + Add Mailpiece Insurance @' Added to
Details USPS Tracking Electronic carn
Hidden Postage Edit Label

Edit Exira Services
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d) Once on the Create Return Label modal, select the desired Return Service type from
drop-down menu.
i. Please note, that all return packaging is Choose Your Own Box packaging.

Create Return Label (1)

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

Please select a service type for the return label below. All packaging is Choose Your Own
Box.

Service Type: Which shipping service would you like for this return label?

Select a Service

Priority Mail® Return
Priority Mail Expre==® Return
USPS Ground Advantage™ Return

ol SRS MELLN AU

e) Select Create Return Label(s) to save your selection and add Return Labels to the
selected Outbound Labels

Create Return Label (1)

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

Please select a service type for the return label below. All packaging is Choose Your Own
Box.

Service Type: Which shipping service would you like for this return label?

Priority Mail® Return w

Mailpiece Type Scheduled Delivery Price

Priority Mail®
Return Please enter a valid ZIP for both sender and recipient
{Choose your own to view estimated delivery and price.

box)

“This is an estimated price based on what is being shipped to the recipient. You will only be
charged if this return label is used.

| Create Return Label(s)
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How to View your Return Label(s)

Within this section you will understand how to view your Return Label(s) by following the steps below.

1) Viewing Return Labels via the Label Manager
a) Select View Label Manager located on the landing page.

Click-N-Ship® \of can

Label Manager |/ Shipping History / AddressBook / USPSConnect ;  Preferences

Sign Up for a Click-N-Ship® Business Rate Card and Save

Get Lower
Rates You will have access to non-published, discounted prices for your business shipping nesds. Get

discounted business rate pricas for Priority Mail¥ and USPS Ground Advantage™ postage purchases.

Hi, Ted! What's in your Label Manager?

Welcome to the new Click-N-Ship Enhanced Shipping experience! Here you 519 2466
can view your account information, start your Click-N-Ship experisnce,
access pravicus |abels, create new |sbels, mansgs your address book, and
mors!

® Incomplete Labels ® Complate Labals

20 1

® Incomplate Batches ® Complate Batchas
View Label Manager Incomplate Batches p

Want to create an Enterprise Payment Account (EPA) to pay and manage services online through a singls
account? Create one today or read mere abeut the benefits of the Enterprise Payment System (EPS). Onee Create an EPS Account

you create an EPA, activation may take up to 24-36 hours.

b) If a Return Label has been added to an Outbound Label, the Return Label will be
displayed within the Extra Services section of the Outbound Label.

Al Labels (34) Batches (1)

New Label Use Address Book C Refresh Add All Complete to Cart >

This Label Manager table is sorted by date and time created. Each new label will appear at the top of the table.

O Ship Date  Recipient Service and Mailpiece Mailpiece Details Extra Services Total Price All Labels v
| 03/22/2024 Ryan Doe Priority Mail® Flat Rate Envelope Value: $100 Insurance $8.50
1000 COMMERCE ST Edit Service And Mailpiece + Add Mailpiece Details USPS Tracking Electronic
. Added to cart
DALLAS, TX 75202-3716 Hidden Postage @ Edit Label
Priority Mail® Return
Edit Extra Services
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2) Viewing Return Labels via the Label Cart
a) Select Label Cart located on the landing page.

Click-N-Ship® o can

Label Manager / Shipping History / AddressBook ; USPSConnect /  Preferences

Sign Up for a Click-N-Ship® Business Rate Card and Save

Get Lower
Rates You will have access to non-published, discounted prices for your business shipping nesds. Get

discounted business rate prices for Priority Mail® and USPS Ground Advantsge™ postags purchasss.

Hi, Ted! What's in your Label Manager?

Welcome to the new Click-N-Ship Enhanced Shipping experience! Here you 519 3466
can view your account information, start your Click-N-Ship experience,
access previous labels, creste new Iabels, manage your address book, and

mors! 20 1

] ]
View Label Manager Incomplete Batches Complete Batches

® Incomplete Labels ® Complete Labals

Want to create an Enterprise Payment Account (EPA) to pay and manage services online through & single
account? Create one today or read more about the bensfits of the Enterprise Payment System (EPS). Onece l Create an EPS Account

you create an EPA, activation may take up to 24-36 hours.

b) Within the Label Cart, there will be a Return Label indicator for each Outbound Label with a
Return Label.

Label Cart (2)

< Back to Label Manager
*Note for Return Services: For any return services added, it is free to create and print the return label now. You will only be charged If this return label is used.

Remove
D Ship Date Reciplent Service and Maillplece Mailpiece Deotalls Mallpiece Services Price
1ot2 [0 osrz2/2024  Brittany Priority Mail® Flat Rate Envelope Value: $100 Flat Rate Envelope $8.50

12911 ASBURY DR

A Edt Hidden Postage Free
Priority Mail® Retun Free

Total Label Gost $8.50

2012 [0 o03/22/2024  Ryan Doe Priority Mail® Flat Rate Envelope Value: $100 Flat Rate Ervelope £8.50

A Edt 1000 GOMMERCE ST USPS Tracking Electronic Free
Edit DALLAS, TX 75202-3716

g8
Priority Mail® Retun Free
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3) Viewing Return Labels via the Payment Confirmation Page
a) Once on the Payment Confirmation page, you can print your Return Labels which will
be printed out with their associated Outbound Label.
i You will also be able to view Return Label information such as the Return Label
service type and tracking number in the payment confirmation Label Table
beneath its associated Outbound Label.

Payment Confirmation

Order Number
CEB10COE-2F2B-45F5-9C89-F13F71690BAF

Charged to
MASTERCARD-0440

Print Your Labels
You have until 11:58 PM Central Time of the Ship Date to print this label.

Select printing formet for your lsbels.
Lsizg| Brinting Fzerat

Standerd (8.5 % 11) - With recsipt, ons 120si per pegs v

Adobe vE or higher is reguired to print or save lebels.
Download Adobe Reader >

If you are creating more labels today, pleass check the box below and your SCAN Form
will be saved for printing when you have finished creating labels for the day.

B 1 am crzating mars Isbsis today.

Orrder Total
$26.65 (1 labels)

Advertise to your buyers for free with Informed Delivery®

With Informed Delivery. you can drive traffic to your website by creating a digital
&d, or "digital banner” for recipients to view in their Informed Delivery email or
dashiboard.

Select Labels

From the payment confirmation page, select each lzbel that youw want to create a
digital banner for and click Create Digital Banner.

Upload Ad Banner
Upload a digitel ad banner and details.

Enter URL
Add s URL on the digital ed and drive traffic to your website.

Digital Banner displayed via Informed Delivery

For each lebel with e digital banner, the recipient will see end interact with the
digital ad in their Informed Delivery email or deshboard.

Learn more sbout Informed Delivery®

Label actions: Select labels and print. save to PDF or create & digital sd campaign to sppesar in recipient's Informed Dielivery.

Print Labels Save as PDF

(a)

O shipDste  Recipient Mailpiece and Package

Create Digital Banner

Package Detalls  Digital Banner  Label Numiber

tots O oamarzozd

Clark Kent
300 SUPERMAN ST
CHARLOTTE, NG 222822222

2-Day Dallvery

Priority Mail Express® Legal Flat Rate Envelope

Valus: $100 Cregta B47123010835500007 2856

I Return Labe! Priority Mail® Return

B401 9301083560000 19582 I
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4) Viewing Return Labels via the Shipping History
a) Select Shipping History located on the landing page.

. = 2
Click-N-Ship® o e
Label Manager / / Address Book [ WUSPSConnect [ Preferences

Sign Up for a Click-N-Ship® Business Rate Card and Save
Get Lower
Rates You will have access to non-published, discounted prices for your business shipping needs. Get

discounted business rate prices for Priority Mail® and USPS Ground Advantage™ postage purchasss.

Hi, Ted! What's in your Label Manager?

Welcome to the new Click-N-Ship Enhanced Shipping experience! Here you 519 3466
can view your account information, start your Click-N-Ship experience,
access previous abels, create new |sbels, mansge your address book, and

mors! 20 1

Ll lete Batchy ® Complete Batches
View Label Manager incomplete Batches mplete Batc

@ Incomplete Labels @ Complsie Labels

Want to create an Enterprice Payment Account (EPA) to pay and manage services online through 2 single

account? Create one today or read mere abeout the benefits of the Enterprise Payment System (EPS). Onecs Create an EPS Account
you create an EPA, activation may take up to 24-36 hours.

b) Within the Shipping History, you can view your purchased Return Labels which are
listed as their own line items.
i. Note, you will be able to view the Return Label details such as the shipping
address, service type, label number, label use status (e. g. Pending Use).

History Dashboard
Account # 22890000
Searcn oy Transaction Humber Lensi Mumper Dete + 31 days
T I Er

Manage Table Columns -~

Showing Results 1-1 of 1

Selzct labels from the table below by checking the correaponding checkbox for actions to appear. Then choose an action.

1 [ o4mzs2024 23004049-  Clark Kent PM-RTN S4058301 08355107 Mo A EPS-8801  Pending  $0.00 "sharged upon use
0ga1-4283- SAINT LOIS, MO Use ™=
arTha- 83103 ‘Qutgoing Label Endiny
B398016910e!  From ZIP. NG 28262
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How to Pay for Scanned Return Labels (Postage Dues)

Within this section you will understand how to pay for your scanned Return Label(s) that are listed as a

Postage Due by following the steps below.

1) Paying for Scanned Return Labels via the Homepage

a) If a Return Label is scanned and used, you will be charged for the Return Label via a
Postage Due which will appear on the Enhanced Click-N-Ship® Landing Page.
b) To view more details of the Postage Due, select View Details. To pay for the Postage

Due, select Pay Now.

LabelManager / Shipping History / Address Book / USPSConnect® / DirectConnect / Preferences

Sign Up fora GIi::k—N-Ship® Business Rate Card and Save
Get Lower

Rates You will have access to non-published, discounted prices for your business shipping needs. Get discounted business

rate prices for Priority Mail® and USPS Ground Advantage™ postage purchases.

USPS Connect® Local is available in your areal Use Click-N-Ship to create your prepaid label and bring your labeled mailpieces and envelopes m

to the designated postal facility to get same-day or next-day service in your neighborhood at affordable rates. Sign up today & save!

What's in your Label Manager?

3

® Complete Labels

Hi, Shippercat!
Welcome to the new Click-N-Ship Enhanced Shipping experience! Here you can view 0
your account information, start your Click-N-Ship experience, access previous labels, ®in (Tt
create new labels, manage your address book, and more!
0

View Label Manager ‘ [ Switch Payer Account ® Incomplete Batches

0

@ Complete Baiches

You currently have 2 Postage Dues in your cart. Reasons for postage dues can vary from inaccurate weight entry, reuse of a
label, and other input error when creating a label. Click View Details to learn more about your postage dues and how to avoid
any in the future.

“All postaga dues must be paid during your next transaction. Loyaity Gradits cannot be applied 1o postage dues. You may choosa to pay only postage duas now or with
other labels during your next ransaction. The Order Total at the bottom of the Cart includes Postage Dues

View Details Vv

$21.00
Postage Dues

Pay Now

b) If you selected View Details, you could view which Return Labels were scanned and

view the postage cost for the Return Label(s).

You currently have 2 Postage Dues in your cart. Ressons for postage dues can vary from inaccurate weight
entry, reuse of a label, and other input error when cresting a label. Click View Details to learn more about
your postage dues and how to avoid any in the future.

“All DOSEEE duss must be paid dur ng your mext transaction. LO'_-'E r_n' Credits cannot be EDP"SC to DS1Ege dues. You may choose to pay Oﬂ|:r'
postage duaes now or with other labels during your next transaction. The Order Total at the bottom of the Cart Inciudes Postage Dues.
View Details v
Ship Date Label Number Reason for Postage Due Postage Due
1 03/27/2024 9405830109355 Weight $12.00
107145176 Incorrect Weight: When entering the weight
of the mailpiece, make aure all items are in
the mailpiece so the weight logged is
accurate.
2 03/27/2024 9405830109355 Weight $9.00
107145169 Incorrect Weight: When entaring the weight
of the mailpiece, make aure all items are in
the mailpiece so the weight logged is
accurate.

$21.00

Postage Dues
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2) Paying for Scanned Return Labels via the Label Cart
a) Select the Label Cart located on the landing page.

Click-N-Ship® o can

Label Manager / Shipping History / AddressBook / USPSConnect /  Preferences

Sign Up for a Click-N-Ship® Business Rate Card and Save

Get Lower
Rates You will have access to non-published, discounted prices for your business shipping nesds. Get

discounted business rate prices for Priority Mail® and USPS Ground Advantsge™ postags purchasss.

Hi, Ted! What's in your Label Manager?

Welcome to the new Click-N-Ship Enhanced Shipping experience! Here you 519 3466
can view your account information, start your Click-N-Ship experience,
access previous labels, creste new Iabels, manage your address book, and

more! 20 1

[ ] ]
View Label Manager Incomplete Batches Complete Batches

® Incomplete Labels ® Complete Labals

b) If a Return Label is scanned and used, you will be charged for the Return Label via a
Postage Due which will appear on the Enhanced Click-N-Ship® Label Cart.

O Ship Date Recipient Service and Mailpiece Mailpiece Details Mailpiece Services Price

Postage Due

You currently have 2 Postage Dues in your Cart as shown below. Reasons for postage dues can vary from inaccurate weight entry, reuse of a label, and other input error when creating a label.

"All postage cues must be paid during your next transaction. Loyalty Credits cannot be applied to postage dues. You can choose to pay only Poatage Dues or pay Postage Dues along with your next label transaction. The Order Total at the
botom of the Carnt includes Postage Dues

03/27/2024 Clark Kent Postage Due @ Reason for Postage Due:
300 SUPERMAN ST Priority Mail® Flat Rate Envelope Weight $12.00
DALLAS, TX 75202-3716 Label
Number: 9405830109355107145176 Total Postage Due $12.00
2012 03/27/2024 Clark Kent Postage Due @ Reason for Postage Due:
*Postaga Dues 300 SUPERMAN ST Priority Mail® Flat Rate Envelope Weight $0.00
DALLAS, TX 75202-3716 Label
Number: 2405830109355107145169 Total Postage Due $9.00

Postage Due on Return Labels

You currently have 2 Return Labels previously ordered have been scanned.They may not be removed from the cart, and you will be charged for them during your next transaction

lof2 03/27/2024 Clark Kent Priority Mail® Return Service @ Priority Mail® Return Service $8.43
“Postage Dues Label
cannct be >g
kil From ZIP: TX 75202-3716 Number: 9405830109355107145176 Total Postage Due $6.43
from Cart
2012 03/27/2024 Clark Kent Priority Mail® Return Service @ Priority Mail® Return Service $6.43
“Postage Dues Label
[= b 2 = a
et From ZIP: TX 75202-3718 Number: 9405830100365107145176 Total Postage Due $6.43
from Cart.

Total Postage Dues.  $33.88

Pay Postage Dues Only
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c) From the Label Cart, you can either pay for the Postage Dues only or pay for Postage
Dues and labels in the cart.

d) To pay for postage dues only, select Pay Postage Dues Only.

e) To pay for postage dues and labels in the cart, scroll to the bottom of the Label Cart and
select Proceed to Payment where you will input payment information as normal.

| Ship Date Recipient Service and Mailpiece Mailpiece Details Mailpiece Services Price

Postage Due

You currently have 2 Postage Dues in your Cart as shown below. Reasons for postage dues can vary from inaccurate weight entry, reuse of a label, and other input error when creating a label.

"All postage cues must be paid during your next transaction. Loyalty Credits cannot be applied to postage dues. You can choose to pay only Postage Dues or pay Postage Dues along with your next label transaction. The Order Total at the
bottom of the Cant includes Postage Dues

03/27/2024 Clark Kent Postage Due @ Reason for Postage Due:
300 SUPERMAN ST Priority Maii® Flat Rate Envelope Weight $12.00
DALLAS, TX 75202-3716 Label
Number. 9405830109355107145178 Total Postage Due $12.00
2012 03/27/2024 Clark Kent Postage Due @ Reason for Postage Due:
Fosinge Dues 300 SUPERMAN ST Priority Mail® Flat Rate Envelope Weight $8.00
canockbe DALLAS. TX 75202-3716 Label
Number: 2405830109355107145169 Total Postage Due $9.00

Postage Due on Return Labels

You currently have 2 Return Labels previously ordered have been scanned.They may not be removed from the cart, and you will be charged for them during your next transaction

lof2 03/27/2024 Clark Kent Priority Mail® Return Service @

Priority Mail® Return Service $8.43
*Postage Dues Label
cannct be 75 7
.:_::M From ZIP: TX 75202-3716 Number: 8405830109355107145176 Total Postage Due $6.43
from Cart
2012 03/27/2024  Clark Kent Priority Mail® Return Service (@) Priority Mail® Return Service S6.43
“Postags Dues Label
be From ZIP: TX 75202-3716 Number: 9405830100355107145176 Total Postage Due $8.43

Total Postage Dues:  $33.88

Pay Postage Dues Only
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Enhanced Click-N-Ship®

Label Manager

Within the following section, you’ll receive step-by-step guidance on how to edit, organize, and store

your label(s) prior to purchasing via the Label Manager.
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How to Manage your Label(s)

1) Access the Label Manager
a) Option 1: Click on View Label Manager located on the main landing page.

- - 2
Click-N-Ship® oS can
Label Manager / Shipping History / AddressBook /; USPSConnect / Preferences

Sign Up for a Click-N-Ship® Business Rate Card and Save

Get Lower
Rates You will have access to nen-published, discounted prices for your business shipping needs. Get

discounted business rate prices for Priority Mail® end USPS Ground Advantage™ postage purchases.

Hi, Ted! What's in your Label Manager?

Welcome to the new Click-N-8hip Enhanced Shipping experience! Hers you 519 3466
can view your account information, start your Click-N-Ship experience,
access previous lsbels, creste new labels, mansge your sddress book, and

more! 20 1

Yy jele Batchy - Jete Baiche:

® ncompleteLabels @ Complete Labals

Want to creats an Enterprise Payment Account (EPA) to psy and manags ssrvices online through  single

‘account? Create one today or read more about the benefits of the Enterprise Payment System (EPS). Once Create an EPS Account
you create an EPA, activation may take up to 24-36 hours.

Let's get started! How would you like to create your labels?

V'

Create a Single Label Create a Batch Impaort Labels Start From Address Book

Organize your labsls into a

Create individusl Isbels manuslly ° Import multipls labels vis & Fils Start multiple lbels in Label
batch and utilize our
within our improved crestion Uplosd and continue editing in Menager by bringing in addresses
streamlined multi-label creation
process. Label Manager from your Address Book

procsss

b) Option 2: Click on Label Manager tab in the navigation menu.

Click-N-Ship® VAT e

/ ShippingHistory / AddressBook ; USPSConnect ; Preferences

Sign Up for a Click-N-Ship® Business Rate Card and Save

Get Lower
Rates You will have access te nen-published, discounted prices for your business shipping needs. Get

discounted business rate prices for Priority Mail® and USPS Ground Advantsge™ postage purchases.

. F
Hi, Ted! What's in your Label Manager?
Welcome to the new Click-N-Shio Enhanced Shipoing experience! Here you 519 3466
can view your account information, start your Click-N-Ship experience,
access pravious labsls, creats new labels, manags your address book, and Lreraies TR Rk
mors!

20 1

. . Jesa Batches
View Label Manager Incomplete Baiches
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2) Label Manager Views

You can toggle between viewing all labels and viewing batch.

a) By default, you will be in the All Labels view.

b) To view batch, click the Batches tab.

Click-N-Ship®

Label Manager

/ Shipping History / Address Book [/

0
\._.r Cart

USPS Connect / Preferences

I @ Hide Postage on Label - Choose if you want the postage price to appear on your printed domestic labels. Visit the Preferences tab to learn more.

(a)

All Labels (695)

New Label Use Address Book

(b)

Batches (13)

C' Refresh Add All Complete to Cart >

OJ Ship Date  Recipient Service and Mailpiece Details Extra Services Total Price  All Labels Ad
1 D 12/12/2023 Clark Kent Priority Mail® Large Flat Rate Box Value: $100 Insurance $19.90
Pick up at: " i i iloi USPS Tracking Electronic
Edit S And Mail + Add Mailpiece 9
® 300 SUPEAMAN ST i emiee And Hapiees ! i Edit Extra Services
DEGATUR, GA 30030-0000 Details
Add to Cart .
Ship to:
PO BOX LOCKER
Decatur, GA 30030-2053
2 D 12/12/2023 Clark Kent Priority Mail® Large Flat Rate Box Value: $100 Insurance $19.90
Pick up at: Edit Service And Mailpiece + Add Mailpiece  USPS Tracking Electronic
@ 300 SUPERMAN ST P P Edit Extra Servi
Details it Extra Services

DEGATUR, GA 30030-0000

Ship to:
PO BOX LOCKER

Decatur, GA 30030-2053

Add to Cart .
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3) All Actions within the Label View
There are multiple actions that you can take within the Label view window.

a) Filter Label(s): You can filter the label(s) within the label manager by selecting the All
Label dropdown in the label menu and selecting a filtered view of “All Labels,”
“Complete,” “Incomplete,” or “Flagged.”

- - 0
cllck—N—Sh|p® Label Manager / Shipping History / Address Book / USPSConnect / Preferences \.__f Cart

I @ Hide Postage on Label - Choose if you want the postage price to appear on your printed domestic labels. Visit the Preferences tab to learn more.

All Labels (695) Batches (13)
New Label Use Address Book C' Refresh Add All Complete to Cart >
[l Ship Date  Recipient Service and Mailpiece Mailpiece Details Extra Services Total Price All Labels v
All Labels
1 [ 12/12/2023 Clark Kent Priority Mail® Large Flat Rate Box Value: $100 Insurance $19.80 Complete
Pick up at: i i ilpi + Add Mailpiece  USPS Tracking Electronic I let
@ 300 SUPERMAN ST Edit Service And Mailpiece ‘ [s] e ncomplete
DECATUR, GA 30030-0000 Details Flagged

Add to Cart
Ship to:

PO BOX LOCKER
Decatur, GA 30030-2053

b) Create a New Label: You can create a new label(s) by clicking New Label above the label
table. You can also create a new batch or perform a file upload by selecting the drop-
down next to the “New Label” button.

= " 0
Cllck-N-Sh|p® Label Manager / Shipping History / AddressBook / USPSConnect / Preferences \__f Cart

I @ Hide Postage on Label - Choose if you want the postage price to appear on your printed domestic labels. Visit the Preferences tab to learn more.

All Labels (695) Batches (13)
Use Address Book C' Refresh Add All Complete to Cart >

@ New Label

int Service and Mailpi ilpiece Details Extra Services Total Price  All Labels v
g New Batch

) lent Priority Mail® Large Flat Rate Box Value: $100 Insurance $19.90

[F File Upload at: Edit Service And Mailpiece + Add Mailpiece  USPS Tracking Electronic

b SUPERMAN ST Details Edit Extra Services

DECATUR, GA 30030-0000

Add to Cart
Ship to:

PO BOX LOCKER
Decatur, GA 30030-2053
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c)

Edit Label (s): You can edit a label(s) individually or in bulk within the Label Manager.

i. Individual Method Check the box of the desired label and click on the
dropdown menu next to the “Add to Cart” button and select Edit.

All Labels (695) Batches (13)

New Label Use Address Book

O Ship Date  Recipient

C Refresh Add All Complete to Cart >

Service and Mailpiece Mailpiece Details Extra Services Total Price All Labels v
1 D 12/12/2023 Clark Kent Priority Mail® Large Flat Rate Box Value: 5100 Insurance $19.90
Pick up at: Edit Service And Mailpiece + Add Mailpiece  USPS Tracking Elsctronic
@ 300 SUPERMAN ST Details Edit Extra Services
DECATUR, GA 30030-0000
Add to Cart
Ship to: |
PO BOX LOCKER .
Decatur, GA 30030-2053 Save As Faverite
Edit
2 [ 12/12/2023 Clark Kent Priority Mail® Large Flat Rate Box Value: $100 Insurance $19.90 Add to Batch
Pick up at: Edit Service And Mailpiece + Add Mailpiece USPS Tracking Electronic
@ 300 SUPERMAN ST Details Edit Extra Services Duplicate
DECATUR, GA 30030-0000
Flag as Priority
Ship to:
PO BOX LOCKER Delete
Decatur, GA 30030-2053

ii. Bulk Method: Check the box of the desired label(s) and then click Edit and
whichever section you want to edit (Ship Date, Recipient, Service and Mailpiece,
Mailpiece Details, Extra Services).

All Labels (695) Batches (13)

New Label Use Address Book

C Refresh Add All Complete to Cart >

[0  shipDate Recipient Service and Mailp ilpiece Details Extra Services Total Price  All Labels v
# Edit # Edit # Edit # Edit # Edit
1 12/12/2023 Clark Kent Priority Mail® Large Flat Rate Box Value: $100 Insurance $10.90
%ﬁk up at: Edit Service And Mailpiece + Add Mailpiece  USPS Tracking Electronic
300 SUPERMAN ST " N
i Edit Extra S
DEGATUR, GA 30030-0000 Details i Eira serviees
Add to Cart
‘Ship to:
PO BOX LOCKER
Decatur, GA 30030-2053
2 12/12/2023 Clark Kent Priority Mail® Large Flat Rate Box Value: $100 Insurance $19.90
Pick up at:

O 300 SUPERMAN ST Edit Service And Mailpiece

DECATUR, GA 30030-0000

‘Ship to:
PO BOX LOCKER
Decatur, GA 30030-2053

USPS Tracking Electronic
Edit Extra Services

+ Add Mailpiece
Details

Add to Cart
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d) Duplicate Label(s): You can create duplicates of any label(s) individually or in bulk within
the label manager.
i. Individual Method Check the box of the desired label and click on the
dropdown menu next to the “Add to Cart” button and select Duplicate.

All Labels (695) Batches (13)
New Label Use Address Book C Refresh Add All Complete to Cart >
O Ship Date  Recipient Service and Mailpiece Mailpiece Details Extra Services Total Price All Labels -
1O 12/12/2023 Clark Kent Priority Mail® Large Flat Rate Box ~ Value: $100 Insurance §10.90
Pick up at: Edit Service And Mailpiece + Add Mailpiece = USPS Tracking Electronic
@® 300 SUPERMAN ST Detail Edit Extra Services
DECATUR, GA 30030-0000 etails

Add to Cal
Ship to: .

PO BOX LOGKER .
Decatur, GA 30030-2053 Save As Faverite
Edit
2 [ 12/12/2023 Clark Kent Priority Mail® Large Flat Rate Box Value: $100 Insurance $19.90 Add to Batch
gzk up at: Edit Service And Mailpiece + Add Mailpiece USPS Tracking Electronic
300 SUPERMAN ST . . .
i Edit Extra S Duplicat
DECATUR, GA 30030-0000 Details 1 Exira serviees Hpteate
Flag as Priority
Ship to:
PO BOX LOCKER Delete
Decatur, GA 30030-2053

ii. Bulk Method: Check the box of the desired label(s) and click on the Actions
button located near the top and select Duplicate.

= = 0
Cllck—N—Sh|p® Label Manager / Shipping History / Address Book / USPSConnect / Preferences ‘ﬁf Cart

I @ Hide Postage on Label - Choose if you want the postage price to appear on your printed domestic labels. Visit the Preferences tab to learn more.

All Labels (695) Batches (13)
New Label Use Address Book ' Refresh Add All Complete to Cart >
Add to Cart
O Ship Date  Recipient Service and Mailpiece Mailpiece Details Extra frice All Labels v
# Edit # Edit # Edit # Edit # Edi{ Add to Batch
Duplicate
1 12/12/2023 Clark Kent Pricrity Mail® Large Flat Rate Box Value: $100 Insurar
Pick up at: Edit Service And Mailpiece iloi usps| Flag as Priority
@® 300 SUPERMAN ST + Add Mailpiece Eaie
DECATUR, GA 30030-0000 Details Create Return Label
Add to Cart
Ship to: Delete
PO BOX LOCKER
Decatur, GA 30030-2053 Delete All Labels
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e) Delete Label(s): You can delete any label(s) individually or in bulk within the label
manager.
i. Individual Method Check the box of the desired label and click on the
dropdown menu next to the “Add to Cart” button and select Delete.

All Labels (695) Batches (13)
New Label Use Address Book C Refresh Add All Complete to Cart >
O Ship Date  Recipient Service and Mailpiece Mailpiece Details Extra Services Total Price All Labels v

1 [ 12/12/2023 Clark Kent Priority Mail® Large Flat Rate Box Value: $100 Insurance $19.90

Pick up at: Edit Service And Mailpi i USPS Tracking Electronic

piece + Add Mailpiece
@ 300 SUPERMAN ST - Edit Extra Services
DECATUR, GA 30030-0000 Details

Add to Cart
Ship to: .

PO BOX LOGKER

Decatur, GA 30030-2053 Save As Favorite

Edit
2 [ 12/12/2023 Clark Kent Pricrity Mail® Large Flat Rate Box Value: $100 Insurance $19.90 Add to Batch
Bk D EAMAN ST Edit Service And Mailpiece + Add Mailpiece  USPS Tracking Electronic
® Detail Edit Extra Services Duplicate
DECATUR, GA 30030-0000 etails

Flag as Priority

Ship to:

PO BOX LOCKER Delete

Decatur, GA 30030-2053

ii. Bulk Method: Check the box of the desired label(s) and click on the “Actions”
button located near the top and select Delete.

= = 0
Cllck—N—Sh|p® Label Manager / Shipping History / Address Book / USPSConnect / Preferences ‘ﬁf Cart

I @ Hide Postage on Label - Choose if you want the postage price to appear on your printed domestic labels. Visit the Preferences tab to learn more.

All Labels (695) Batches (13)
New Label Use Address Book ' Refresh Add All Complete to Cart >
Add to Cart
O Ship Date  Recipient Service and Mailpiece Mailpiece Details Extra frice Al Labels v
# Edit # Edit # Edit # Edit # Edi{ Addto Batch
Duplicate
1 12/12/2023 Clark Kent Pricrity Mail® Large Flat Rate Box Value: $100 Insural
Pick up at: Edit Service And Mailpiece + Add Mailpiece ~ USPS| Flagas Priority
@ 300 SUPERMAN ST . EditE:
DECATUR, GA 30030-0000 Details Create Return Label
Add to Cart
Ship to: Delete I
PO BOX LOCKER
Decatur, GA 30030-2053 Delete All Labels
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f)  Flag Label(s): You can flag any label(s) as priority individually or in bulk within the label
manager.
i. Individual Method: Simply select the Flag Icon next to the “Ship Date” of the
desired label or check the box of the desired label(s) and click on the dropdown
menu next to the “Add to Cart” button and select Flag as Priority.

All Labels (695) Batches (13)
New Label Use Address Book C Refresh Add All Complete to Cart >
—
O Ship Date  Recipient Service and Mailpi ilpi Details Extra Services Total Price All Labels v
1 D 12/12/2023 Clark Kent Priority Mail® Large Flat Rate Box Value: $100 Insurance $19.90
Pick up at: Edit Service And Mailpiece + Add Mailpiece USPS Tracking Electronic
@ 300 SUPERMAN ST . Edit Extra Services
DECATUR, GA 30030-0000 Details

Add to Cart
Ship to: —

PO BOX LOCKER

Decatur, GA 30030-2053 Save As Favorite
Edit
2O 12/12/2023 Clark Kent Prioritv Mail® Larce Flat Rate Box  Value: $100 Insurance $19.90 Add to Batch
Pick up at: Edit Service And Mailpiece + Add Mailpiece USPS Tracking Electronic

@ 300 SUPERMAN ST
DECATUR, GA 30030-0000

Details Edit Extra Services Duplicate

Flag as Priority
Ship to:

PO BOX LOCKER

Decatur, GA 30030-2053 Delete

ii. Bulk Method: Check the box of the desired label(s) and click on the “Actions”
button located near the top and select Flag as Priority.

- - 0
Cllck-N-Sh|p® Label Manager /  Shipping History / AddressBook / USPSConnect / Preferences Er Cart

I @ Hide Postage on Label - Choocse if you want the postage price to appear on your printed domestic labels. Visit the Preferences tab to learn more.

All Labels (695) Batches (13)
New Label Use Address Book C Refresh Add All Complete to Cart >
Add to Cart
] Ship Date Recipient Service and ilpi Mailpi Details Extra frice  All Labels v
/ Edit /' Edit # Edit # Edit # Edif AddtoBatch
Duplicate
1 12/12/2023 Clark Kent Priority Mail® Large Flat Rate Box Value: 5100 Insut
Pick up at: " N o - uUsPs Flag as Priority I
@® 300 SUPERMAN ST Edit Service And Mailpiece + Add Mailpiece cait

DECATUR, GA 30030-0000 Details Create Return Label
Add to Cart v
Ship to: Delete

PO BOX LOCKER

Decatur, GA 30030-2053 Delete All Labels
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g) Add Label(s) to Cart: You can add any label(s) to your cart individually or in bulk within

the label manager.

i. Individual Method: Check the box of the desired label and select Add to Cart.
ii. Bulk Method: Check the box of the desired label(s) and select Add All Complete
to Cart or click on the Actions button located near the top and select Add to

Cart.

Click-N-Ship®

Label Manager / Shipping History / Address Book /

0
USPS Connect /  Preferences ‘HrCart

I @ Hide Postage on Label - Choose if you want the postage price to appear on your printed domestic labels. Visit the Preferences tab to learn more.

All Labels (695) Batches (13)

New Label Use Address Book

C' Retroch

(ii)

Add to Cart
O Ship Date  Recipient Service and Mailpiece Mailpiece Details Extra
FEdit  J/ Edit # Edit # Edit # Edij AddtoBatch
Duplicate

1 12/12/2023 Clark Kent Pricrity Mail® Large Flat Rate Box Value: $100 Insura

Pick up at: - N P - USPS Flag as Priority
® 300 SUPERMAN ST Edit Service And Mailpiece + Add Mailpiece e

DECATUR, GA 30030-0000

Ship to:
PO BOX LOCKER
Decatur, GA 30030-2053

Details

Create Return Label

Delete

Delete All Labels

All Labels v

Add to Cart v

(i)
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h) Add Label(s) to Batch: You can add any label(s) to batch individually or in bulk within
the label manager.
i. Individual Method: Check the box of the desired label and click on the
dropdown menu next to the “Add to Cart” button and select Add to Batch.

All Labels (695) Batches (13)
New Label Use Address Book C Refresh Add All Complete to Cart >
O Ship Date  Recipient Service and Mailpi ilpi Details Extra Services Total Price Al Labels v
1O 12/12/2023 Clark Kent Priority Mail® Large Flat Rate Box Value: $100 Insurance $19.90
Pick up at: Edit Service And Mailpiece + Add Mailpi 3 USP3 Tracking Electronic
piece
® 300 SUPERMAN ST . Edit Extra Services
DECATUR, GA 30030-0000 Details

Add to Cal
Ship to: .

PO BOX LOGKER .

Decatur, GA 30030-2053 Save A= Faverite
Edit

2 [ 12/12/2023 Clark Kent Pricrity Mail® Large Flat Rate Box Value: $100 Insurance $19.90 Add to Batch
g* ;[:'D ;ﬁUPEHMAN o Edit Service And Mailpiece + Add Mailpiece ~ USPS Tracking Electronic
DECATUR, GA 30030-0000 Details Edit Extra Services Duplicate

Flag as Priority

Ship to:

PO BOX LOCKER Delete

Decatur, GA 30030-2053

ii. Bulk Method: Check the box of the desired label(s) and click on the “Actions”
button located near the top and select Add to Batch.

= = 0
Cllck—N—Sh|p® Label Manager / Shipping History / Address Book / USPSConnect / Preferences ‘ﬁf Cart

I @ Hide Postage on Label - Choose if you want the postage price to appear on your printed domestic labels. Visit the Preferences tab to learn more.

All Labels (695) Batches (13)
New Label Use Address Book ' Refresh Add All Complete to Cart >
Add to Cart
O Ship Date  Recipient Service and Mailpic ilpiece Details Extra All Labels v
# Edit # Edit # Edit # Edit # Ed| AddtoBatch
Duplicate
1 12/12/2023 Clark Kent Pricrity Mail® Large Flat Rate Box Value: $100 Insural
Pick up at: Edit Service And Mailpiece + Add Mailpiece ~ USPS| Flagas Priority
@ 300 SUPERMAN ST . EditE:
DECATUR, GA 30030-0000 Details Create Return Label
Add to Cart
Ship to: Delete
PO BOX LOCKER
Decatur, GA 30030-2053 Delete All Labels
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i) Save Label as Favorite: You can save an individual label(s) as favorite by checking the
box of the desired label clicking on the dropdown menu next to the “Add to Cart”
button and selecting Save As Favorite.

All Labels (695) Batches (13)
New Label Use Address Book C Refresh Add All Complete to Cart >
O Ship Date  Recipient Service and Mailpi Mailpiece Details Extra Services Total Price All Labels v
1 D 12/12/2023 Clark Kent Priority Mail® Large Flat Rate Box Value: 5100 Insurance $19.90
Pick up at: Edit Service And Mailpiece iloi USPS Tracking Electronic
@ 300 SUPERMAN ST P + Add Mailpiece

- Edit Extra Services
DECATUR, GA 30030-0000 Details

Add to Cart v
Ship to:

PO BOX LOCKER

Decatur, GA 30030-2053 Save As Faverite

Edit
2 [ 12/12/2023 Clark Kent Priority Mail® Large Flat Rate Box Value: $100 Insurance $19.90 Add to Batch
ity g
Pick up at: Edit Service And Mailpi P USPS Tracking Electronic
piece + Add Mailpiece
@ 300 SUPERMAN ST ) e Edit Extra Services Duplicate
DECATUR, GA 30030-0000 Details

Flag as Priority

Ship to:

PO BOX LOCKER Delete

Decatur, GA 30030-2053

j) Create a Return Label: You can create a return label for any label(s) within the label
manager by checking the box of the desired label(s), clicking on the “Actions” button
located near the top, and selecting Create Return Label.

= = 0
Cllck—N—Sh|p® Label Manager / Shipping History / Address Book / USPSConnect / Preferences ‘ﬁf Cart

I @ Hide Postage on Label - Choose if you want the postage price to appear on your printed domestic labels. Visit the Preferences tab to learn more.

All Labels (695) Batches (13)
New Label Use Address Book ' Refresh Add All Complete to Cart >
Add to Cart
O Ship Date  Recipient Service and Mailpic Mailpiece Details Extra frice Al Labels v
# Edit  / Edit # Edit # Edit # Edi{ Addto Batch
Duplicate
1 12/12/2023 Clark Kent Pricrity Mail® Large Flat Rate Box Value: $100 Insural
Plck up at: Edit Service And Mailpiece ilpi usps |_Flag as Priori
® 300 SUPERMAN ST pi + Add Mailpiece e {
DECATUR, GA 30030-0000 Details Create Return Label
Add to Cart
Ship to: Delete
PO BOX LOCKER
Decatur, GA 30030-2053 Delete All Labels
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4) All Actions with Batch View
There are multiple actions that you can take within the Batches view window.

a) Filter Batch(es): You can filter the batches within the label manager by selecting the All
Labels dropdown in the batch menu and selecting a filtered view of “All Batches,”
“Complete,” or “Incomplete.”

= - 0
CI'c k- N -Sh' p® Label Manager / Shipping History [/ AddressBook / USPSConnect [/ Preferences \ﬂf Cart
All Labels (96) Batches (12)

New Batch  Refresh Add All Complete to Cart >

[] Batch Name Labels Time Created Batch Notes Batch Price [All Labels -
All Batches T

1 B sr1EST 9 10/04/2023 Free Complete

Incomplete

2 B sRIEST 1 10/04/2023 Free
3 [ sk TEST 8 10/04/2023 Free
Edit v

b) Create a New Batch: You can create a new batch by selecting New Batch above the
batch table. You can also create a new label or perform a file upload by selecting the
drop-down next to the “New Batch” button.

. . 0
Clic k-N-Sh|p® Label Manager / Shipping History / AddressBook / USPSComnect / Preferences  \o Cart
All Labels (96) Batches (12)

& New Label

Labels Time Created Batch Notes Batch Price All Labels -
£ NewBatch

9 10/04/2023 Free
[ File Upload Edit v
2 H srIEST 11 10/04/2023 Free
3 [ smiEST 8 10/04/2023 Free
Edit v
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c) Edit Batch(es): You can edit a batch(es) by selecting the box of the desired batch and
then clicking on the dropdown menu next to the “Add to Cart” button and selecting

Edit.
. - ® ]
Cllc k- N -Sh' p Label Manager J/ Shipping History / AddressBook [/ USPSConnect /  Preferences ‘flj Cart
All Labels (96) Batches (12)
New Batch  Refresh Add All Complete to Cart >
[] Batch Name Labels Time Created Batch Notes Batch Price All Labels A
1 B srRIEST 2] 10/04/2023 Free
Edit v
Edit
2 B sk1EST 11 10/04/2023 Free
Duplicate
Flag
/2
3 [ sRTEST 8 10/04/2023 Free Delete

d) Duplicate Batch(es): You can create duplicates of any batch individually or in bulk within
the label manager.
i. Individual Method Check the box of the desired batch and click on the
dropdown menu next to the “Add to Cart” button and select Duplicate.

- - o
CI'c k- N -Sh' p® Label Manager [ Shipping History [/ AddressBook / USPSConnect [/ Preferences H_J Cart
All Labels (96) Batches (12)
= Add All Complete to Cart >
[] Batch Name Labels Time Created Batch Notes Batch Price All Labels -
1 B sRTEST 9 10/04/2023 Free
Edit v
Edit
2 B srRTEST 11 10/04/2023 Free
Duplicate
Flag
2
3 [ sRIEST 8 10/04/2025 Free Delete
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ii. Bulk Method: Check the box of the desired batch(es) and click on the “Actions”
button located near the top and select Duplicate.

. . 0
Click-N -Sh|p® Label Manager / Shipping History / AddressBook / USPSConnect / Preferences  \f Cart
All Labels (96) Batches (12)
Duplicate
O Batch Name Labels  Time Created Batch Notes Batch 1 -
Flag as Priority

1 M seTEST 9 10/04/2023 Free | Delete
— Edit W
2 H seiEST 11 10/04/2023 Free
Edit v
3 [ smrIEST 8 10/04/2023 Free
Edit w

e) Delete Batch(es): You can delete any batch(es) individually or in bulk within the label

manager.
i. Individual Method Check the box of the desired batch and click on the
dropdown menu next to the “Add to Cart” button and select Delete.

- - 0
Cllc k- N -Sh' p® Label Manager J/ Shipping History / AddressBook [/ USPSConnect /  Preferences ‘flj Cart
All Labels (96) Batches (12)
New Batch  Refresh Add All Complete to Cart >
[] Batch Name Labels Time Created Batch Notes Batch Price All Labels A
1 B srRIEST 2] 10/04/2023 Free
Edi v
Edit
2 B sk1EST 11 10/04/2023 Free
Duplicate
Flag
/2
3 [ sRTEST 8 10/04/2023 Free Derete
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ii. Bulk Method: Check the box of the desired batch(es) and click on the “Actions”
button located near the top and select Delete.

. . 0
Click-N -Sh|p® Label Manager / Shipping History / AddressBook / USPSConnect / Preferences  \f Cart
All Labels (96) Batches (12)
Duplicate
[ Batch Name Labels Time Created Batch Motes Batch| els -
Flag as Priority

1 [ sRTEST 9 10/04/2023 Free | Delete

Edit v
2 M se1EST 11 10/04/2023 Free

Edit v

3 O seTEST 8 107042023 Free
Edit v

f) Flag Batch(es): You can flag any batch(es) as priority individually or in bulk within the
label manager.
i. Individual Method: Check the box of the desired batch(es) and click on the
dropdown menu next to the “Add to Cart” button and select Flag.

- - 0
Cllc k- N -Sh' p® Label Manager J/ Shipping History / AddressBook [/ USPSConnect /  Preferences ‘flj Cart
All Labels (96) Batches (12)
New Batch  Refresh Add All Complete to Cart >
[] Batch Name Labels Time Created Batch Notes Batch Price All Labels A
1 B srRIEST 2] 10/04/2023 Free
Edi v
Edit
2 B sk1EST 11 10/04/2023 Free
Duplicate
Flag
/2
3 [ sRTEST 8 10/04/2023 Free —
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ii. Bulk Method: Check the box of the desired batch(es) and click on the “Actions”
button located near the top and select Flag as Priority.

. . 0
Click-N -Sh|p® Label Manager / Shipping History / AddressBook / USPSConnect / Preferences  \f Cart
All Labels (96) Batches (12)
Duplicate
[ Batch Name Labels Time Created Batch Motes Batch| els -
Flag as Priority

1 [ sRTEST 9 10/04/2023 Free | Delete
— Edit v
2 M se1EST 11 10/04/2023 Free
Edit v

3 O seTEST 8 107042023 Free
Edit v

g) Add Batch(es) to Cart: You can add any batch(es) to your cart individually or in bulk
within the label manager.
i. Individual Method: Check the box of the desired batch and select Add to Cart.
ii. Bulk Method: Check the box of the desired batch(es) and select Add All

Complete to Cart.

Clic k- N - Shi p® Label Manager [/ Shipping History [/ AddressBook / USPSConnect [ Preferences \ﬁtf Cart
All Labels (96) Batches (12) (ii)
[] Batch Name Labels Time Created Batch Notes Batch Price All Labels -
1 B srTEST 9 10/04/2023 Free ( i ) Edit v

2 B srTEST 11 10/04/2023 Free

3 O sm1EST il 10/04/2025 Free
Edit v
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Enhanced Click-N-Ship®
Label Cart

Within the following section, you’ll receive step-by-step guidance on how to add Free Shipping Supplies
to your Order, pay for your Label(s) via our different payment methods, and how to navigate through the

Payment Confirmation Page.
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How to Add Free Shipping Supplies to your Order

1) Review Labels in Label Cart
a) Once your label(s) or batch(es) have been added to the label cart, review your label cart
by clicking on the Cart icon on the top right of the page.
b) Review the label(s) in your cart to ensure that they are correct.

i. Note, if you would like to edit any labels you may click the Edit button next to
the label. If you would like to remove any labels from your cart, you may check
the box of the label(s) and click the Remove button at the top. Labels will still be
in Label Manager after removal.

C|ick-N-Ship® Label Manager / Shipping History / AddressBook / WUSPSConnect / Preferences T can |
(a)

Label Cart (1)

< Back to Label Mansger

Remove

[] shipDate Recipient Service and Mailpiece Mailpiece Details  Mailpiece Services Price

10t 1 O 1znamee %m&ﬁi‘"“ USPS Ground Advantage™ Choose Your Own Box 6oz Choosa Your Own Box  34.31

Edit 300 SUPERMAN ST
DECATUR, GA 30000-0000 Insurance Frea

. Ship to: Total Label Cost .31
(i) PO BOX LOGKER
Decatur, GA 300302053

l New Label H v l

Want to create an Enterprise Payment Account
(EPA) to pay and manage services online
through a single account? Creste one today or
read more about the benefits of the Enterpriss
Payment System (EPS). Once you create an EPA,
activation may take up to 24-36 hours.

Create an EPS Account

USPS® Shipping Supplies

Add lsbels, tape, boxes and shipping supplies to the label order.

+ Add Shipping Supplies

% Remove All Order Total: $4.31
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2) Add Shipping Supplies to Your Order
You are now able to include free shipping supplies to your order.

a) To add free supplies, click +Add Shipping Supplies option located under USPS® Shipping
Supplies.

C|ick-N-Ship® LabelManager / Shipping History / AddressBook / USPSConnect / Preferences \,l,foart

Label Cart (1)

£ Back to Label Manager
Remove

[] ship Date Recipient Service and Mailpiece Mailpiece Details  Mailpiece Services Price

Tor1 [ 12/12/2023  Customer pick up at:
e @ Clark Kent USPS Ground Advantage™ Choose Your OwnBax 6oz Choose Your Own Box 54,54
Edit 300 SUPERMAN ST
DEGATUR, GA 30000-0000 Insurance Fraa

Ship to: Total Label Cost b |
PO BOX LOCKER
Decatur, GA 30030-2053

New Label H w l

Want to create an Enterprise Payment Account
(EPA) to pay and manage services online
through a single account? Create one today or
read more about the benefits of the Enterprise
Payment Syatem (EPS). Once you creafe an EPA,
activation may take up to 24-36 hours.

Create an EPS Account

USPS® Shipping Supplies

Add labels, tape, boxes and shipping supplies to the label order.

+ Add Shipping Supplies

% Bemove All Order Total: $4.31
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b) Select the type and quantity of shipping supplies that you would like to add to your
order.
i. Note, each shipping supply product will display the different pack sizes and the
minimum / maximum quantity available that it comes with.
¢) To add a product to your order select Add to Cart.

< Back to Cart

Select Shipping Supplies to Add to your Order

[, | UNITED STATES 7D Staves PosTa Scmacre.
L>/postaL senvice

CAUTION CERTIFIED MAIL

HEAVY e ————— %
, ==

35 Ibs. and Over [PoTa—— e == =
Caution Heavy Sticker Labels Certified Mail® Labels Collect on Delivery Forms Commercial Invoice PS Form 6182
3-1/2" (W) x 5-1/2" (H) 3-1/4" (W) x 1-5/8" (H) 7-172" (W) x 4-1/4" (H) 8-1/2" W) x 11-1/2" (H)

Roll of 500 Roll of 600 Pack of 10 Pack of 10
$0.00 $0.00 $0.00 $0.00
(7)

o[z oJe o[ Jo ol Jo o[ ele

Limit of 2 Limit of 10
Total Pieces: 1500 Total Pieces: 600 Total Pieces: 10 Total Pieces: 110
$0.00 $0.00 $0.00 $0.00

(c) Add 1o Cart Add 1o Cart Add o Cart

d) Once a product is added to the cart, you will see this pop up model. If you would like to
add more shipping supplies to your order, select Continue Shopping.
e) If you would like to proceed to your label cart, select View Cart.

Caution Heavy Sticker Labels

==, UNITED STATES
> postat service Roll of 500

C A UTI o N Was successfully added to your cart.
H EAVY Quantity: 2

35 |bS. and OVBI’ Total Pieces: 1000

Total Price: $0.00

Continue Shopping View Cart

(d) (e)
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f) Once you have returned to the label cart, details about the free shipping supplies that
you selected will be displayed.

Select the total Quantity for each of your Shipping Supplies selected.
Review Shipping Supplies Summary to ensure that everything is correct.

[0 shipDms  Recipient Service and Package Package Details Package Services Prica
ver O 09105023  Peter Pan USRS Ground Advantage™ Choose Your Own Bax oz Vo Do B .
3334 DRUMMOND RD Choooi .
# Em TOLEEKY, OH 43813-4207 Insurance
¥ Barmong Total Label Cost B2 )
New Label I L |
USPS® Shipping Supplies
Product Chpantaty fotal Pasces Totsl Price Gonfirm Shipping Delails for Supples
Dasi-Lhee Priority ad / Priorty bsd Express | 3 + 1) Fron .
M arm Tukes - 1000 Dustvnry Addross [0
Pack of 10 Abdry Miocre
-5 g VT By S TERT Y o] e Drive
; Adirghon, VA 22202
Select & Shipping Method
Cautson Heavy 1D Stecker = T + Rl P & Paroel Select® Servioe Fros
- Arrives in & T busress diys
BUT W T
Priority Mad® Bervice enee
o Asreia w70 Bumread diga
Pririty Mad Bos - 1087 r % o Free
Pack of 10
E3-TrWETL x-S x 21 v of
e Saistortal 000
Priority Madl Flat flste” Large Box o (2 ] @& o [
’ Shipging - Priority Mar 25,95
Pack of 10
(PR TPRF e ] . ot
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3) Edit the Delivery Address for your Shipping Supplies
You are now able to update the delivery address for your free shipping supplies.

a) To update the Shipping Supplies delivery address, select Edit under the Confirm Shipping
Details for Supplies section.

[0 snip Date Resigiant Sarvice and Package Pachage Details Packapgs Services Prica
ey O oa102023  Peter Pan LESPS Ground Advantage™ Choose Your Own Box Goz Chioose Your Own Box 24.31
3831 DRUMMOND RD P Frac

# B TOLEDO, O 23613-4207
% B Total Label Cost E4.31

USPS* Shipping Supplies
Product Ohsntsty Total Paces Totsl Price Conferm Shipping Delalls for Supples
Dasl-Ukiss Pricrity Madl [ Priceity bad Express = 3 + 0 Frow
Mbpeaerms Tube - 1008 Dulevery Address
Pack of 10 Ab
S e VEL SR PR Ry L] pree Dot
Asirgaon, WA 23302
e ——
Select a Shipping Method
‘Cauton Heavy 1D Stcker = T + Rl Froms = Parred Gelecr Fres
Rl oo 500 Service

Aot 0 O T busness diys
T W AT

Prosity Mad™ Sarvice (S 1]
=] Asriven i 70 Buseess digs
Pricrity Mad Boax - 1097 — 1 * o] Froo
Pack of 10
R TERTR Y P Rl —
Fawiom

Sutsbotal $0.00

Pricrity Mad Flat Aate™ Large Boa = Il + o Froe
- LARGEFRE —_ Shvppang - Priority Msr L2508
Pack of 10
U W T g Suipplies Total 12143
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b) Update the Shipping Supplies address manually or select one from your address book by
selecting Use Address Book.
c) Once finished, select Save.

Shipping Supplies Delivery Address X

Please provide a delivery address for you would like your shipping supplies delivered.

Use Address Book

“First Name Mi “Last Name
[ ) e |
Company
Phone Email
[ 864-675-0046 I [ I
“Country

United States v |
“Street Address Apt/Suite/Other
[ 4664 Happy Drive I [ l
“City "State “ZIP Code™
[ Arlington I I VA v ] I 22202 I

Cancel
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How to Pay for Your Label(s) — 7 Payment Methods
Within Enhanced Click-N-Ship®, all customers can pay for their label(s) via Debit / Credit Card, PayPal,
Click to Pay, Apple Pay, or EPS Account.
1) Option 1 - Paying with Credit / Debit Card
a) If everything is correct, you may proceed to payment by clicking the Pay Now at the
bottom of the Label Cart page and you will be redirected to the payment page.

[0 shipDstse  Recipient Sarvice and Package Package Details - ,
" O o ot antage! Chaase Your Cem Bax L Chooss Your Own Bax 4.3
3931 DRUMMOND RD -
# B TOLEDO, O 23613-4207 Insurance
¥ Barmong Total Labed Cost b= |
New Label I W l
Product Chsntity Total Pusces Total Price Confirm Shipping Dwlails for Supples
Duasl-Ukis Priority Madl / Pricrity Ml Expreas. | ~ 0 Froe )
Mgecinarn Tube - 1008 Delwery Address [
Pack of 10 .
S e VEL SR PR Ry L] pree Crive
Adingion, Vil 22202
[
Select 8 Shipping Method
Caution Heavy 10 Stcker = 2 + SO0 s & P -
e Arrives in & T busress diys
e . L]
L Priosity Mad® Service nne
o Asiven in 71 Bumnesa dis
Pricrity Mad Bos - 1087 i ~ 0 Fre
Pack of 10
37T AW 8 21 ]
1 L R Y -1
B Shipping Supplies Summary
E— Satstortal 0,00
Priority Mad Flat Rate” Large Boa - 1 T 0 e
; Shipping - Priority Mar® £21.9%
Pack of 10
R TR F e ™ .

Eermove
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(c)

b) Once on the payment page, accept the Terms and Conditions statement by checking off

the box.
c) Select Credit & Debit Card as the payment option.

Click-N-Ship &

Gust / Ship Info Billing Review

Billing Information

Please select your payment method.

“I hereby authorize the U.S. Postal Service to charge $4.31. | have read, understand, and
agree to the Terms and Conditions.

Credit & Debit Card

E®E~)

Paypal
( P PayPal Checkout )

Click to Pay ©

(O visa @D E ==

Confirmation

Order Summary

Click-N-Ship®

Order Total: 54.31

Total: $4.31
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d) Once the payment method is selected, enter your Credit or Debit Card Information.
Note, to save your card to your account, select Save this card to my account. To

i.
make this card your preferred card, select Make this my preferred card.

Credit & Debit Card
EO@E )

Credit or Debit Card Information

"Required Field

“Cardholder's Mame as it appears on card Card Nickname (Business Card, Personal Card, etc.)

Card Mickname

Rocky Balboa

(d) .
*Card Number ove @ “Expiras on

MMYY

[] save this card to my account

D Make this my preferred card

e) Enter your Billing Address and once ready to pay, select Print and Pay to proceed.

Billing Address

The address on file with your card company must match your billing address.

D Use USPS.com account address

“Addrass 1 Agdress 2
| 300 SUPERMAN ST | ‘ |
“City “Stets “ZIA Code™

‘ Charlotte ‘ ‘ MG - Morth Caroling hd ‘ ‘ 33333

Print and Pay
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f) Select Accept & Continue to continue and place your order.

X

| certify that my mailing complies with all applicable laws and U.5. Postal Service® regulation and does not contain any
prohibited, impropery prepared, or undeclared hazardous maternals, as per the requirement set forth in Publication 52,
Hazardous, Restricted, and Perishable Mail, the Domestic Mail Manual, and the International Mail Manual (all available
online at: https.//pe.usps.com/).

The mailing of Mercury is PROHIBITED. Failure to comply with this, ar any other, prohibition can result in civil penalties
up to $100,000, plus the costs of clean-up andfor damages for each violation. Additionally, some hazardous materials,
including but not limited to firearms ammunition, fireworks, strike anywhere matches, and certain flammable liguids (=.g.,
pure acetone) are prohibited in the mail. As the mailer, you are respaonsible to know the mailability of your product.

Lithium metal and lithium ion batteries being shipped indspendently are prohibited from air eligible shipping service (e.g.
Prionty Mail, Pricrity Mail Express, and First-Glass Package service). Electronic products packed with or containing
lithium batteries, such as cell phones, laptop, and e-cigarsttes are subject to additional restrictions in both domestic and
international mail.

Any mailing containing cigarettes or smokeless tobacco must be presented to a Postal Service™ employee at a Retail
Post Office”™ location for proper acceptance.

Accept & Continue

You must accept to continue and place your order.
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2) Option 2 — Paying with PayPal
a) If everything is correct, you may proceed to payment by clicking the Pay Now at the
bottom of the Label Cart page and you will be redirected to the payment page.

L —em =l - Pachirgs Details Packaps Services Prica
N O o o o™ Chiooea Yoar Oem Box Goz Choose Your Dwn Box $4.31
3331 DRUMMOND RD -
Sl TOLEDK, OH 43613-4207 P——
Total Label Cost 431
MNew Label I w l
USPS* Shipping Supplies
Product ‘Onsantaty Todal Pasces Totsl Price Confferm Shipping Dwtalls for Supples
Duasi-Use Priority Madl [ Pricrity bad Express = 3 + 0 Froe i
Mpiinarm Tuibss - O Dewlevery Address |
Pack of 10 bty Migcre
B e WY AR S TERE S L] pro e
Aswghan, WA 2200
By
Select a Shipping Method
» = |2 | & o Froe &  Parcel Select® Service Fres
vt Arrives in & T busress days
BT LT
3 Priority Mall® Service aee
o At it 70 Bumfeid diy
Priority Mad Boa - 1087 - P T o Free
Pack of 10
T x-S o -1 L 4
Bprmovy Shippng Supplies Summary
E— Saistortal .00
Priority M Flat Rlate” Large Box = (2 ] @& ] [
. Srippang - Prorty M £21.9%
Pack of 10
LA W VA :

= ]
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(b)

b) Once on the payment page, accept the Terms and Conditions statement by checking off

the box.
c) Select PayPal as the payment option.

Click-N-Ship &

Gust / Ship Info Billing Review

Billing Information

Please select your payment method.

“I hereby authorize the U.S. Postal Service to charge $4.31. | have read, understand, and
agree to the Terms and Conditions.

Credit & Debit Card

E®E~)

Paypal
C P PayPal Checkout )

Click to Pay @

(D v @E== )

Confirmation

Order Summary

Click-N-Ship®

Order Total: 54.31

Total: $4.31
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d) Select Accept & Continue to proceed with paying for your order.

X

| certify that my mailing complies with all applicable laws and U.S. Postal Service® regulation and does not contain any
prohibited, improperly prepared, or undeclared hazardous materials, as per the requirement set forth in Publication 52,
Harardous, Restricted, and Perishable Mail, the Domestic Mail Manual, and the International Mail Manual (all available
online at: https.//pe.usps.com).

The mailing of Mercury is PROHIBITED. Failure to comply with this, or any other, prohibition can result in civil penalties
up to $100,000, plus the costs of clean-up and/or damages for each violation. Additionally, some hazardous materials,
including but not limited to firearms ammunition, fireworks, strike anywhere matches, and certain flammable liquids (e.g.,
pure acetone) are prohibited in the mail. As the mailer, you are responsible to know the mailability of your product.

Lithium metal and lithium ion batteries being shipped independently are prohibited from air eligible shipping service (e.g,
Priarity Mail, Pricrity Mail Express, and First-Class Package service). Electronic products packed with or containing
lithium batteries, such as cell phones, laptop, and e-cigarettes are subject to additional restrictions in both domestic and
international mail.

Any mailing containing cigarettes or smokeless tobacco must be presented to a Postal Service™ employee at a Retail

Accept & Continue

You must accept to continue and place your order.

Post Office™ location for proper acceptance.

e) To proceed with paying with PayPal, login or create a new account.

P

Pay with PayPal

Enter your email address to get started.

Email or mobile number

Forgot email?

or

( Create an Account

Cancel and return to U.S. Postal Service

N

EB= v English | Frangais Espafiol L2
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f) Once logged in, enter your Debit / Credit Card and Billing Information, and select Save.

‘W $8.51USD

How would you like to pay?

Enter your info once to complete this purchase.
Then shop at millions of PayPal merchants around
the world.

Add a debit or credit card
® - v @

Card number

0000 0000 0000 0000 @ |

A\ You can pay with MasterCard, Discover, Visa, American
Express and Diners. Other cards will be supported soon.

cw ] |

A Expiration dateis required  f Security code is required

Expiration date

Last name

First name l

A First name is required A Lastname is required

Billing address

Select a billing address
500 Jesse Stone Ave., Baton Rouge, LA 70313V

+ Addanew address

g) Select Complete Purchase to proceed with paying for your order.

P $8.51v o

You're all set! Now y an use your card to check ou

Pay with
o Mastercard
Debit sees

[ ] Make this my preferred way to pay
.~ 2. PayPal Credit
Get $10 off your purchase of $8.51. Subject to credit approval. See

terms

+ Add debit or credit card
Pay Later

@ [ Payin 4
4i free payments on eligible of $30.00-$1,500.00.
Not available for this transaction.

® Pay Monthly
Pay over time for eligible purchases of $199.00-310,000.00. Not
avalable for this transaction.

Complete Purchase

Payment method rights

To help make sure this payment is successful, we'll first try $1.00 USD on your card
- this will usually drop off your card within one business day.

Cancel and return to U.S. Postal Service
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3) Option 3 — Paying with Click to Pay
a) If everything is correct, you may proceed to payment by clicking the Pay Now at the
bottom of the Label Cart page and you will be redirected to the payment page.

T —ee Il o Pachage Details Packaps Services Price
" 0 o o o™ Chiooea Yoar Oem Box Goz Choose Your Dwn Box $4.31
3331 DRUMMOND RD -
Sl TOLEDK, OH 43613-4207 insunenc
Total Label Cost 431
MNew Label I w l
USPS* Shipping Supplies
Product ‘Onsantaty Todal Pasces Totsl Price Confferm Shipping Dwtalls for Supples
Duasi-Use Priority Madl [ Pricrity bad Express = 3 0 Froe i
Nbpeciinarm Tt - HO0 Dewlevery Address |
Pack of 10 bty Migcre
B e WY AR S TERE S L] pro e
Aswghan, WA 2200
By
Select a Shipping Method
Cawtson Heavy 1D Stcker = 2 P00 = & B Select® & e
e Arrives in & T busress days
LT W T
3 Priority Mal® Service aee
o At it 70 Bumfeid diy
Pricrity Mad Bos - 1087 e 3 o Fron
Pack of 10
T x-S o -1 Lowh o
Barcvy Shippng Supplies Summary
E— Saistortal .00
Priority Mad Flal Rate” Large Box - 2 m Fron
. Srippang - Prorty M £21.9%
Pack of 10
AL W VA "

= ]
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(b)

b) Once on the payment page, accept the Terms and Conditions statement by checking off

the box.
c) Select Click to Pay as your payment option.

Click-N-Ship &

Gust / Ship Info Billing Review

Billing Information

Please select your payment method.

“I hereby authorize the U.S. Postal Service to charge $4.31. | have read, understand, and
agree to the Terms and Conditions.

Credit & Debit Card
E®E~)

Paypal
C P PayPal Checkout )

Click to Pay @

(D v @E== )

Confirmation

Order Summary

Click-N-Ship®

Order Total: 54.31

Total: $4.31
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d) If you're a new user, enter your Credit / Debit Card information and select Continue.

Oy | visa @ [E e X

Easy and smart online
checkout

Pay with confidence with Click to Pay

NEW RETURNING

Card Number

Expires Security Code @

Your information will be shared with participating payment
networks, service providers and as otherwise described in our
Privacy Notice to give you the appropriate experience.

CONTINUE

e) If you are a returning user, enter your email address and select Continue.

Oy | vish @ [E e X

Easy and smart online
checkout

Pay with confidence with Click to Pay

NEW RETURNING

Email Address

By continuing, you agree to Visa's Privacy Notice.

CONTINUE

176



f) Ensure that the saved card is correct and select Continue to proceed with paying for

your order.

D =

Pay With v

J Discover it®
[
| Ending in 0000

clarkkent@gmail.com

Remember me on this device @

By clicking "Continue", you agree to our Terms Of Use and
Privacy Policy.

Cancel and Return to Merchant

ﬁSEcure Terms Of Use  Privacy Policy FAQ
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4) Option 4 — Paying with Apple Pay (IOS users only)

a) If everything is correct, you may proceed to payment by clicking the Pay Now at the
bottom of the Label Cart page and you will be redirected to the payment page.

T —ee Il o Pachage Details Packaps Services Price
" 0 o o o™ Chiooea Yoar Oem Box Goz Choose Your Dwn Box $4.31
3331 DRUMMOND RD -
Sl TOLEDK, OH 43613-4207 insunenc
Total Label Cost 431
MNew Label I w l
USPS* Shipping Supplies
Product ‘Onsantaty Todal Pasces Totsl Price Confferm Shipping Dwtalls for Supples
Duasi-Use Priority Madl [ Pricrity bad Express = 3 0 Froe i
Nbpeciinarm Tt - HO0 Dewlevery Address |
Pack of 10 bty Migcre
B e WY AR S TERE S L] pro e
Aswghan, WA 2200
By
Select a Shipping Method
Cawtson Heavy 1D Stcker = 2 P00 = & B Select® & e
e Arrives in & T busress days
LT W T
3 Priority Mal® Service aee
o At it 70 Bumfeid diy
Pricrity Mad Bos - 1087 e 3 o Fron
Pack of 10
T x-S o -1 Lowh o
Barcvy Shippng Supplies Summary
E— Saistortal .00
Priority Mad Flal Rate” Large Box - 2 m Fron
. Srippang - Prorty M £21.9%
Pack of 10
AL W VA "

= ]
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b) Once on the payment page, accept the Terms and Conditions statement by checking off
the box.

c) Select Apple Pay as your payment option

Click-N-Ship &

2. Billing

Billing Information
Please select your payment method.

D *I hereby authorize the U.S. Postal Service to charge $9.30.
(b) | have read, understand, and agree to the Terms and
Conditions.

Credit & Debit Card
Ee® =)

Paypal

C .PayPaI Checkout )

Click to Pay @

(D}) visA @ @w:)

Apple Pay

-

d) Select an Apple Payment Method (Apple Cash / Debit / Credit Card) and proceed with
paying for your order.

@& Pay X

Pay In Full Pay Later

- Apple Cash

$9.30
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5) Option 5 — Paying with an Enterprise Payment System (EPS) Account
a) If you would like to create an Enterprise Payment System (EPS) Account to pay and or
manage services online through a single account, select Create an EPS Account.
b) If you already have an EPS Account, select Pay with an EPS Account.

i. Note, this option will only be displayed once an EPS Account has been created.

[] shipDate  Recipient Service and Mallpiece Mailpiece Details Mallplece Services Price
v L rartarz0z % Clark z::"p't USPS Ground Advantage™ Choose Your Own Box 6oz Choose Your Own Box 5434
# Edi 300 SUPERMAN ST Insurance Frea
DEGATUR, GA 30000-0000 -
Ship to: Total Label Cost S4.31

PO BOX LOCKER

Decatur, GA 30030-2053

‘Want to create an Enterprise Payment Account (EPA) to
pay end manage services online through a single
account? Create one teday or read more about the
benefits of the Enterprise Payment System (EPS). Once
Yyou create an EPA, activation may take up to 24-36 hours.

I Create an EPS Account I ( a )

USPS® Shipping Supplies

Product Quantity Price Select Shipping Method for Supplies

Dual-Use Priority Mail/Priority Mail Express Fras © USPS Ground Advantage™ Service Fres
Medium Tube - 1098 - Pack of 20 - 1 @ Armives in 6-7 business deys
38-3M6"L) x 6-1/4"W) x 4-1/4%H) () Priority Mall® Service $13.65
M Arrives In 2-3 business days

Shipping Supplies Summary

Subtotal
Shipping - USPS Ground Advantage
Shipping Supplies Total

I

Shop for More Supplies

X Remove All Order Total: $4.31
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c) Agree to the Terms and Conditions for creating an Enterprise Payment System (EPS)
account by selecting the checkbox and selecting Submit.

= . 1
Click-N-Ship® v can
Label Manager / Shipping History / AddressBook / USPSConnect® [ Preferences

Create a New EPS Account

The process to create a new Enterprise Payment account is aimple. We'll ask you to verify a few detsils, setup
payment method(s), and add your products and services.

Please review and accept the Terms and Conditions for Enterprise Payment System

Terms and Conditions Print Terms and Conditions

ENTERPRISE PAYMENT SYSTEM

By checking the "AGREE" box, you acknowledge that yvou have read, understand and agres to the terms and conditions ==t forth
for the Enterprise Payment System (EPS) as described below.

This Terms and Conditions of Use Agreement (this "Agreement") is a legal agreement between you ("You" or "Your" or "User® or
"Mailer"”) and the United States Postal Service, an Independent Establishment of the Executive Branch of the United States Federal
Government ("USPS" or "Postal Service"). The Agreement sets forth the terms and conditions for Your use of the USPS Enterprise
Payment System. User acknowledges and agrees that he, she or the entity User has accepted the Agreement on behalf of i= solely
reaponsible for and shall sbide by these Terms and Conditions of Use as well a= all policies, procedures and regulations of the
United States Postal Service.

To the extent that the terms and conditions are not conaistent with any provisions of the Domestic Mail Manual (DMM) ar any other
regulations or rulings of the USPS applicable to its mail, products or services presented pursuant to this Agreement or any other
aervice agreement participant has with the USPS, the DMM and those regulstions and rulings will prevsil.

The Postal Service reserves the right to change the terms, conditions, and notices under which the USPS Enterprise Payment
System is offered. If You do not sgree to, or cannot comply with, the Agreement as amended, You must stop using the USPS
Enterprise Payment System. You will be deemed to have accepted the Agreement as amended if You continue to use the system.
User agrees to review these Terms of Use from time to time to ensure compliance with these terms and conditions. The Terms of
Use can be accesasd at any time by clicking here:https://poatalpro.usps. comfepasterms. User acknowledges and agrees that his or
her use of the service is subject to any such changes and that Mailer's use of the service constitutes scceptance of such changed
terms whether auch terms have been modified or whether U ser has received actual notice of any changes to these Tarms.

To use an Enterprise Payment Account (EPA), an account under EPS, You or a designated representative(s) of Your company who
desires and enables its users to access EPS sgree as follows:

1. Enrallment and Linking of Products and Services

The Busineas Location ar Customer Registration 1D {CRID) number under which You were provided by the Business Customer
Gateway (BCG) will be linked to Your EPA. The information captured from said Business Location includes Your First and Last
MName, Company Name, Location (addreas), Email Address and Telephone Number. For information regarding USPS Privacy Policy,
visit http:/fabout.uspa.com/who-we-are/privacy-policy/welcome. htm.

= I have read and agree to the terms and conditions for creating an Enterprise Payment System account. I

|
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d) Verify that your EPS Account Details / Information is correct and select Next to proceed

to the next section.

Click-N-Ship®

Label Manager / Shipping History / Address Book  USPSConnect® [ Preferences

Create a New EPS Account

1. Verify Dasails 2. Salect CRID

A
Step 1: Verify Details

Please verify your information.

Full Name

Clark
Kent

Phone Number

(704) 000-0000

Email Address

clarkkent@gmail.com

MNotice something incorrect?

Click here to update your account

o can

2. Camplste & Paymant Satup

}peqpaad
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e) Select the Business Location to associate with the EPS account and select Next to
proceed to the next section.
i. Note, the Business Location that you select will determine what users are eligible
for access to the account. You will be able to determine individual access and
roles in the next step.

Click-N-Ship® VLT can

Label Manager / Shipping History / Address Book / USPS Connect®  Direct Connect [/ Preferences

Create a New EPS Account

1. Verify Detalis 2. Selsct CRID 3. Compiste & Paymant Setup

AR A
Step 2: Select CRID

Please select a Business Location to associate with this EPS account.

The Business Location you select will determine what users are eligible for access to the account. You will be able to determine
individual access and roles in the next step.

“Only one Business Location can be selected.

Showing 7-2 out of 2 accounts

94827777

o Principal Account Contact:
300 SUPERMAN ST, KALAMAZOO, MI 00000-0000
94521234

o Principal Account Contact:

320 SPIDERMAMN 5T, DALLAS, TX 00000-0000
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f)

g)

h)

Click-N-

Label Manager [/

To manage user roles, transfers, withdrawals, or products and services, select the Here
hyperlink.
To proceed with setting up a payment method via a Trust Account, select Deposit
Instructions.
i. Note, a Trust account has already been set up for you and only needs a deposit
to be activated.
To Proceed with setting up a payment method via ACH Debit, select Create an Account.
i. Note, you can also add an ACH Debit as a payment method. One is required for
setup, and you can easily add another one later.
To set up your payment methods later, select Set up later and go back to Label
Manager.

Ship® T can

Shipping History / Address Book [ USPS Connect® [ Direct Gonnect [ Preferences

Create a New EPS Account

1. Verify Detalls 2. Select CRID 3. Compiste & Peyment Setup

Congratulations! Your EPS account is created!

@ Your EPS Number is: 1000013577

Y¥ou can manage user roles, transfers, withdrawals, and products and services here

Mext Steps

The next step is to set up a payment method. A trust has already been set up for you and only needs a deposit to be activated. You
can also add ACH Debit as a payment method. One is required for setup, and you can easily add another one later.

Trust Account ACH Debit
Deposit funds to USPS bank for all Designate a debit-enabled bank
charges account for all charges.

(h)

ISet up later and go back to Label Manager I

(g)

(7)
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j)  Once your EPS Account and Payment Method has been created select Pay with an EPS
Account to proceed with paying for your order.

Label Cart (1)
< Back 10 Lana] Manaaer

Remova
O Ship Date  Fecipsent Service and Mailph Mailplece Detaiis Madpiace Services Ence
O VPRI Clark Kent USRS Grownd 8oz Chessa Your Chwn Bax S4.31
30 BUPERMAN 3T Advamage™ Cubic
Lol e e o Box USRS Tracking Electronic
030 s
# Eds
UsPS® Shipping Supplies

Add labeis, tapa, boxes and shipping supplies to tha label onder.

+ Add Shipping Supplies

X Remave Al Orrcler Total: $4.31

EENE BT

Pay with EPS Account
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k)

Select a Billing Account to pay for your label(s) by clicking on the dropdown and
choosing an account.

CI|Ck'N'Ship® Switch Payer Account ‘;‘r o

Label Manager /

Shipping with account: My Account

Shipping History / AddressBook [/ USPS Connect®  Direct Connect [/ Preferences

Billing Information

Select Account and Payment Method

Billing to

Select from options below

Checkout Summary

1x Priority Mail Express® Legal Flat Rate $4.31
Envelope

1% Insurance — Priority Mail Express Free
Total: $4.31

~Select EPS/ACH Trust Billing Account

I Choose

Back to Cart

1)

m) Once the Billing Account and Payment Method have been selected, click on the Pay

Click-N-

Label Manager /

Select a Payment Method by clicking on the dropdown and choosing a payment
method.

Now button to proceed with payment.

Shi p® Switch Payer Account re
rt
Shipping with account: My Account \-lr a

Shipping History / AddressBook / USPS Connect® / Direct Connect /  Preferences

Billing Information

Checkout Summary
Select Account and Payment Method

1x Priority Mail Express® Legal Flat Rate $4.31
Billing to. Envelope
EPS Account Ending in 8855 (USPS) 1x Insurance — Priority Mail Express Free
TRUST Account

Total: 54.31

Balance: $84,066

~Select EPS/AGH

00

Trust Billing Account

EPS Account Ending in 8955 (USPS) v l

~Select Account Payment Method

I TRUST Account

Back to Cart
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6) Option 6 — Pay Using 3™ Party Authorization (Business Accounts)

a) If you created label(s) via the Enhanced Click-N-Ship® 3" Party feature and would like to
proceed with paying for the label(s) with the Payers EPS Account, select Pay with EPS to
proceed to the Payment Confirmation page.

i Note, as the Shipper — you will not be able to see the Payer’s rates and prices
when creating label(s) for them.

Label Cart (2)

< Back to Label Manager

Remove
|:| Ship Date Recipient Service and Mailpiece Mailpiece Details Mailpiece Services Price
|:| 03/31/2024 Clark Kent Priority Mail Express®@ Value: 3100 Legal Flat Rate Envelope . —*
. 300 SUPERMAN 5T Legal Flat Rate Envelope Insurance — Pricrity Mail Express
DALLAS, TX T7T77-8883 )
Hidden Postage
# Edit
|:| 03/29/2024  Clark Kent Priority Mail® Flat Rate Value: 3100 Flat Rate Envelope H—.—*
e
: ! USPS Tracking Electronic
# Edit 3888

UsPS® Shipping Supplies

(i)

Add labels, tape, boxes and shipping supplies to the label order.

+ Add Shipping Supplies

X Remove All ‘Prices determined on payment

(a)

Shipping with account: 94885629 )
Pay with EPS Account
Switch Payer Account
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b) If you have any outstanding Postage Dues listed on your account, you will encounter
the following error at the top of the Label Cart page. To proceed with paying off the
outstanding Postage Dues, select Pay Postage Dues or Pay Postage Dues with EPS.

i Note, you will not be able to proceed with shipping unless the Postage Does
are paid in full. All Postage Dues must be paid with your own account, not the
payers.

I Error: Postage dues must be paid for using your own account. Switch to your account and pay for the postage dues to continue shipping.

Remove

[:] Ship Date Recipient Service and Mailpiece Mailpiece Details Mailpiece Services Price

Postage Due

You currently have 3 postage dues in your Cart as shown below. Reasons for postage dues can vary from inaccurate weight entry, reuse of a label, and other input error when
creating a label.

* All postage dues must be paid during your next transaction. Loyalty Credits cannot be applied to postage dues. You can choose to pay only Postage Dues or pay Postage Dues along with your
Next label transaction. The Order Total at the bottom of the Cart includes Postage Dues.

Postage Due @

1of2 03/18/2024 Clark Kent Priority Mail® 16 oz
“Postage Dues 300 SUPERMAN ST Choose Your Own Box Reason for Postage Due:
Cannot be DALLAS, TX 77777-8888 Label Number: 098765434567890 Zone $0.25
removed
from Cart
Total Postage Due $0.25
20f2 03/18/2024 Clark Kent Postage Due @ 160z Reason for Postage Due:
“Postage Dues 300 SUPERMAN ST Priority Mail® Zone $0.25
Cannot be DALLAS, TX 77777-8888 Small Flat Rate Box
removed
from Cart Label Number: 098765434567890 TotalPostage Dus $0.25
Remove

Pay Postage Dues With EPS

You must pay with your account. Pay Postage Dues
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7) Option 7 — Pay Using OMAS (Official Mail Accounting System)
a) If everything is correct, you may proceed to payment by clicking the Pay Now at the
bottom of the Label Cart page and you will be redirected to the payment page.

L —em =l - Pachage Details Packaps Services Prica
" O o o o™ Chiooea Yoar Oem Box Goz Choose Your Dwn Box $4.31
3331 DRUMMOND RD -
Sl TOLEDK, OH 43613-4207 P——
Total Label Cost 431
MNew Label I w l
USPS* Shipping Supplies
Product ‘Onsantaty Todal Pasces Totsl Price Confferm Shipping Dwtalls for Supples
Duasi-Use Priority Madl [ Pricrity bad Express = 3 + 0 Froe )
Mpiinarm Tuibss - O Dewlevery Address |
Pack of 10 bty Migcre
B g I Ry S TERTY L] ansa Drive
Adingon, VA, 22303
g
Select a Shipping Method
Cawtson Heavy 1D Stcker p= T - 1000 Froa . .
e Arrives in & T busress days
BT LT
Priority Mall* Service aee
o At it 70 Bumfeid diy
Priority Mad Boa - 1087 - 3 s 0 Fron
Pack of 10
T x-S o -1 L 4
=] Shipping Supplies Summary
E— Saistortal .00
Priority M Flat Rlate” Large Box = (2 ] @& ] [
. Srippang - Prorty M £21.9%
Pack of 10
LA W VA ;
Bermove
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(b)

(d)

(e)

(f)

b) Enter the Your Name (required field).

c) Enter the Cost Code (not required).

d) Enter the Email associated with your OMAS account (required field).

e) Accept the Terms and Conditions by selecting the checkbox.

f) Once you are ready to proceed with the payment, select Print and Pay.

Click-N-Ship &

Cust 7 Ship Info Eilling Review Confirmation

Billing Information Order Summary:

2b1e2b7e955940e88c38120f7Tca812c

Use OMAS
Click-N-Ship®
Paying with OMAS is safe and =asy. Alll the information is encrypted and transmitted secursly. For more
details, see our Privacy Polcy. Depending on the payment method you choose, you may slso be subject to _
the Privacy Policy and Terms and Conditions of the associeted company. Ordar Tots: $8.60
Totalk: 568.50

Agency ID: 123

Pisess confinm thet you sgres to thess shipping fees Dsing changsd o your sgency’s OMAS scoount by compisting thess
fields:

“Requirsd Fisid

“our Mama

I Bl Consoivoe I

Agarcy Cost Coda

*our Emall Address

It this Is not your BScoUnt, or have quastions sbout your OMAS account, pisass sand an emall to OMAS SHOSUsos.com.

[ 1 nersoy autnenzs the U.5. Postal Sarvics to chargs $8.50. | have rear, understand, and agres to ths Tamms end
Condtitions.

Print and Pay
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g) Select Accept & Continue to continue and place your order.

X

| certify that my mailing complies with all applicable laws and U.S. Postal Service® regulation and does not contain any
prohibited, improperly prepared, or undeclared hazardous materials, as per the requirement set forth in Publication 52,
Hazardous, Restricted, and Perishable Mail, the Domestic Mail Manual, and the International Mail Manual (all available
online at: hitps:/pe.usps.comy/).

The mailing of Mercury is PROHIEITED. Failure to comply with this, or any other, prohikition can result in civil penalties
up to $100,000, plus the costs of clean-up and/or damages for each viclation. Additionally, some hazardous materials,
including but not limited to firearms ammunition, fireworks, strike anywhere matches, and certain flammable liquids (e.g.,
pure acetone) are prohibited in the mail. As the mailer, you are responsible to know the mailability of your product.

Lithium metal and lithium ion batteries being shipped independently are prohibited from air eligible shipping service (e.g.
Priority Mail, Priority Mail Express, and First-Class Package service). Electronic products packed with or containing
lithium batteries, such as cell phones, laptop, and e-cigarettes are subject to additional restrictions in both domestic and
international mail.

Any mailing containing cigarettes or smokeless tobacco must be presented to a Postal Service employee at a Retail

Post Office’ location for proper acceptance.
Accept & Continue

“fou must accept to continue and place your order.
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How to Navigate the Payment Confirmation Page

1) Review Order
a) Review the Payment Confirmation page for accuracy.
i. Note, if you utilized the Enhanced Click-N-Ship® 3™ Party Authorization feature to
create and ship label(s), you will not be able to see the Payer’s rates and prices on
the Payment Confirmation page.

CIick-N_Ship® Label Manager / Shipping History / AddressBook / USPSConnect / Preferences \,:lf Cart

Thank you for choosing the United States Postal Service®.

Payment Confirmation

Order Number
DC42B932-884E-4521-9BCD-FFADES6B19C1

Charged to Order Total
MASTERCARD-5991 $8.96 (1 labels}

Print Your Labels

You have until 11:59 PM Central Time of the Ship Date to print this label. Advertise to your buyers for free with Informed Delivery®
. With Informed Delivery, you can drive traffic to your website by creating a digital
Select printing format for your labels. ad, or "digital banner" for recipients to view in their Informed Delivery email or
Label Printing Format () dashboard.
Standard (8.5 x 11) - With receipt, one label per page ~
Select Labels
Adobe V5 or higher is required to print or save labels. From the payment confirmation page, select each label that you want to create a
Download Adobe Reader » digital banner for and click Create Digital Banner.
If you are creating more labels today, please check the box below and your SGAN Form Upload Ad Banner
will be saved for printing when you have finished creating labels for the day. Upload a digital ad banner and details.

B 1 am creating maors labels toda
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2) Print and save your Labels
a) If you want to download and save the label(s) as a PDF, select Save as PDF’
b) If you are ready to print the label(s), select the printing format for the label(s).
i. Note, the option to print two labels per page on a Standard( 8.5x11) sheet of paper
without receipts is now available.
c) Once the printing format is selected, select Print Labels.

Print Your Labels

You have until 11:59 PM Central Time of the Ship Date to print this label. Advertise to your buyers for free with Informed Delivery®
‘With Informed Delivery, you can drive traffic to your website by creating a digital
Select printing format for your labels. ad, or "digital banner" for recipients to view in their Informed Delivery email or
Lebal Frinting Formaz  (Z) dashboard.
Standard (8.5 x 11) - With receipt, one label per page ~
(b) I Select Labels
Adobe v5 or higher is required to print or save labels. From the payment confirmation page, select each label that you want to create a
Download Adobe Reader » digital banner for and click Create Digital Banner.
If you are creating more labels today, please check the box below and your SCAN Form Upload Ad Banner
will be saved for printing when you have finished creating labels for the day. Upload & digital ad banner and details.

Enter URL
Add a URL on the digital ad and drive traffic to your website.

Digital Banner displayed via Informed Delivery
For each label with a digital banner, the recipient will see and interact with the

digital ad in their Informed Delivery email or dashboard.

Learn more about Informed Delivery®

Label actions: Select labels and print, save to PDF or create a digital ad campaign to appear in recipient's Informed Delivery.

( c ) Save as PDF ( a ) Create Digital Banner
[] ship Date Recipient Service and Mailpiece Mailpiece Details Digital Banner Label Number
1of1 D 06/28/2023 ROCKY BALBOA Priority Mail® Choose Your Own Box 16 0z Create 9405830109355007266858
300 SUPERMAN ST 2-Day Delivery

DECATUR, GA 30000-0000

Schedule a Pickup Your 1 label(s) are eligible for pickup at the entered return address, 2251 Sherman Ave Nw Ste 504, Washington, DC, 20001 ~
Request a Pickup

Your |abels are only eligible to be picked up from the return address entered for these packages. Your package will be picked up either
today or tomorrow, based on when your pickup request is requested.
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d) All international and domestic outgoing / return labels will have the option to print at the
Post Office™. If this option is available, enter the email address that you want the Label
Broker® QR code to be sent to and select Submit.

e) Once the Label Broker® QR code is sent to your email, a list of local Post Office(s)™ where
you can print your label(s) will be displayed.

Print Your Labels

You have until 11:59 PM Central Time of the Ship Date to print this label.

Select printing format for your labels.
Lebs! Printing Format ()

Print later at Post Office L

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

Enter your email to receive the OR code.

“four labels are ready to print at the Post Office!

“four Label Broker IDE code has been emailed to you and is ready to use to print your labels at the Post Office™.
Post Offices near: 45202

Showing Top 25 Results

= QUEEN CITY
525 VINE ST STE 1 CINCINMATI, OH 45202

= MAIN OFFICE GINCINNATI
18235 DALTON AVE CINCINMATI, OH 45234

= NEWPORT
420 COLUMEBIA 5T NEWPORT, KX 41071

« CORRYVILLE
2917 SHORT VINE ST CINCIMMATI, OH 45218 -

194



3) Extra features on the Payment Confirmation Page
a) Schedule a Pickup: If you would like your Mailpiece to be picked up for shipping, you may

click the “Schedule a Pickup” button at the bottom of the page. You will be redirected to the

“USPS® Schedule a Pickup” page.

i. Note, if your return address is eligible for Carrier Pickup, you can follow the steps

outlined above to request a Carrier Pickup.

b) SCAN Form: If you have a batch of labels, you are eligible for a SCAN form. SCAN forms

provide a master barcode that represents all the Mailpiece’s in your batch(es) and allow for

better vis

ibility while tracking your online labels.

i. Note, there will be a message displayed notifying you if you are eligible for a SCAN

form.

c) Loyalty Benefits: If you are enrolled in the USPS® Loyalty Program, you may view your

benefits by clicking the “View Loyalty Benefits” button at the bottom of the page. You will

be redirected to the USPS® Loyalty Customer Portal.

d) Create Label: If you would like to create more labels, you may click the “Create A Label”
button at the bottom of the page. You will be redirected back to the Label Manager.

Print Your Labels

You have until 11:59 PM Central Time of the Ship Date to print this label.

Select printing format for your labels.

Label Printing Format ()

Advertise to your buyers for free with Informed Delivery®

With Informed Delivery, you can drive traffic to your website by creating a digital

dashboard.

‘Standard (8.5 x 17) - With receipt, one label per page w

Adobe v5 or higher is required to print or save labels.

Download Adobe Reader »

Select Labels

If you are creating more labels today, please check the box below and your SCAN Form Upload Ad Banner

will be saved for printing when you have finished creating labels for the day.

Upload a digital ad banner and details.

B2 ! am creating mors labels today

Enter URL

ad, or "digital banner" for recipients to view in their Informed Delivery email or

From the payment confirmation page, select each label that you want to create a
digital banner for and click Create Digital Banner.

Add a URL on the digital ad and drive traffic to your website.

Digital Banner displayed via Informed Delivery

For each label with a digital banner, the recipient will see and interact with the
digital ad in their Informed Delivery email or dashboard.

Learn more about Informed Delivery®

Label actions: Select labels and print, save to PDF or create a digital ad campaign to appear in recipient's Informed Delivery.

Print Labels Save as PDF

Create Digital Banner

[] ship Date Recipient Service and Mailpiece Mailpiece Details Digital Banner Label Number
1oi1 [] oe/28/2023 ROCKY BALBOA Priority Mail® Ghoose Your Own Box 160z Create 9405830109355007266858
300 SUPERMAN ST 2-Day Delivery

Schedule a Pickup

DECATUR, GA 30000-0000

Your 1 label(s) are eligible for pickup at the entered return address, 2251 Sherman Ave Nw Ste 504, Washington, DG, 20001

.
Your labels are only eligible to be picked up from the return address entered for these packages. Your package will be picked up either

today or tomorrow, based on when your pickup reguest is requested

Schedule a Pickup

View SCAN Form View Loyalty Benefits

Create A Label

(a)

(b) (c)

(d)
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Enhanced Click-N-Ship®

Shipping History

Within the following section, you’ll receive step-by-step guidance on how to view a label(s) tracking
history and delivery status, print and save your label(s), request a refund for your label(s), and how to

view and export your purchase history.
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How to View the Labels Tracking History & Delivery Status

1) Navigate to Shipping History
a) Click the Shipping History button located in the menu bar.

Click-N-Ship® \o can

Label Manager /| Shipping History | / AddressBook / USPSConnect / Preferences

Sign Up for a Click-N-Ship® Business Rate Card and Save
Get Lower
Rates You will have access to non-published, discounted prices for your business shipping needs. Get

discountad business rsts prices for Priority Mail® and USPS Ground Advantsge™ postags purchasaes.

Hi, Ted! What's in your Label Manager?

Welcome to the new Click-N-Ship Enhanced Shipping experience! Here vou 519 3466
can view your account information, start your Click-N-Ship experience,
access previous labels, creste new labels, manage your address book, and

more! 20 1

® Incomplete Batches ® Complete Batches

® Incomplete Labels @ Complete Labels

View Label Manager

‘Want to create an Enterprise P it A t (EPA) to pay and manage services online through a single

account? Create one today or read more about the benefits of the Enterprise Payment System (EPS). Once Create an EPS Account
vou create an EPA, activation may take up to 24-36 hours.

Let's get started! How would you like to create your labels?

~

Create a Single Label Create a Batch Import Labels Start From Address Book

Create individusl lsbels manually Organize your Ia.l.)els inioa Impert multiple labels via a File Start multiple labels in Label
e ) ) batch and utilize our ) L o
within our improved creation R X . Uplosd and continue editing in Manager by bringing in addresses
streamlined multi-label creation
procesas, Label Manager. from your Address Book.

process.
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2) Find Label and Click on Label Number

a) Click on the label number to view the label details page where the tracking history and
delivery status are located.

- - o
CI | c k- N_Sh |p® Label Manager / Shipping History / AddressBook / USPSConnect / Preferences \n‘r Cart
History Dashboard
Account # 229130350
Search by Transaction Number Label Numbar Date + 31 days

All Labels ~ ]

|

Advanced Search

Showing Results 1-13 of 13

Export

Select labels from the table below by checking the corresponding checkbox for actions to appear. Then choose an action.

The USPS Loyalty Program allows business customers to earn shipping benefits based on their spending. Visit the USPS Loyalty Customer Portal for more details

Date { Order { Shipping Address { Service Type { Label Shipped { Label Delivery { Payment { Status § Cost {
1 D 06/28/2023 dc42b932- ROCKY BALBOA PM-GYOB 9405830109355007266858 No N/A MASTERGARD- Account $8.98
83424521 300 SUPERMAN ST 5391 Charged
9bcd-
fradesenioe;  DECATUR, GA 30000-0000

2 [ 0812/2023 68a65a08- Bruce Les PM-CGYOB 2405830109355004611705 Yes N/A MASTERCARD- Refund $7.64
artd-464f- 300 SUPERMAN ST 8475 Pending
9az2-
7e8234108278 DECATUR, GA 30000-0000

3 [ 05/06/2023 cc3d72df- Bruce Lee PM-CYOB 9405830109355002147510 Yes NZA AMEX-0331 Refunded §7.64

2c03-426b- 300 SUPERMAN ST
gabd- DECATUR, GA 30000-0000

ccB8ceb5bb68
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3) View Label Details Page
a) View the label(s) delivery status located on the label details page.
b) To view the label(s) tracking history, select USPS® Tracking that is located on the left tab
of the label details page.

Click-N-Ship® Label Manager / Shipping History / AddressBook / USPSGonnect / Preferences \,EJ'Cart

History Dashboard

¢ Back to Shipping History

Label # 9416430109355005822375

Terms .
Acceptance Cutoff Delivery Status
11/02/2023 Tracking Number
12:00 AM
(a) 420630219405830109355042887940
Acceptance Time
No cata ]
Scheduled Date Delivered, In/At Mailbox
11/06/2023 . . .
12:00 AM View Tracking History v

More Actions @ Details

( b ) USPS Tracking > Account Number

Peqpaay

Ship Again » 228992420

Print/Re-print »

Print at the Post Office » Return Addresa Package

Save PDF > Jane Dos Choose Your Own Box
300 SUPERMAN ST

Shipping Supplies Status > DECATUR, GA 30000-0000

Jane Doe@gmail.com

Need Help? @
. ; o
IFle GO L ER GRS 5 Delivery Address Service Type
Reglestaltie ) John Doe USPS Ground Advantage™
Loyalty Activity History » 300 SUPERMAN ST
Request a Service Refund > DECATUR, GA 30000-0000 1
Order Number Service Type Price
d004ca37-echHf-4a76-2484- USRS Ground Advantage™ Choose Your  3.75
a5888fasdd2d Own Box
o INS Free
Transaction Type EDEL Fres
LABEL
Label Total $3.75
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c) Once the USPS® Tracking option is selected, you will be redirected to a new tab where
the label(s) USPS® Tracking details will be displayed.

= @ Tracking FAQs »
USPS Tracking
:.:t{_' Tracl.( Packages Get the free Inf_ormgd Dielivery® featura to recaive
Anytime, Anywhere automatad notifications on your packages
Tracking Number: Remove X
[E] Copy k’ Add to Informed Delivery P
2
=
- 1]
Pre-Shipment &
Latest Update @ Shipping Label Created, USPS Awaiting Item
ARLINGTOM, VA 22203
A shipping label has been prepared for your item. A delivery date MNovember 1, 2023, 1:20 pm
will be provided when USPS receives the package; contact the
shipper or shipping partner with any inguiries.
What Do USPS Tracking Statuses Mean?
Get More Out of USPS Tracking:
(A USPS Tracking Plus®
Text & Email Updates ~
s

USPS Tracking Plus®

Product Information
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How to Print or Save Label(s) as PDF

1) Navigate to Shipping History
a) Click the Shipping History button located in the menu bar.

Click-N-Ship® Label Manager /| Shipping History |/ AdcressBook / USPS Commect /  Preferences \,:)"Can

® Skip the surcharge. Ship with USPS: There will be no pesk or demand surcharges on heliday shipping this season. Plus, &ll enhanced Click-N-Ship® customars
receive lower Commercial Rates.

What's in your Label Manager?

Hi, Ted!
‘Welcome to the new Click-N-Ship Enhanced Shipping experience! Here you can view 85 11
your account information, start your Click-N-Ship experience, access previous labels, ® Incomplete Lebels ® Complete Labals
create new labels, manage your address book, and more!
12 0
View Label Manager ® Incomplete Batches ® Complate Batches

Want to create an Enterprise Payment Account (EPA) to psy and manage services online through a single account? Create
one today or read more about the benefits of the Enterprise Payment System (EPS). Once you create an EPA, activation may Create an EPS Account
take up to 24-36 hours.

Let's get started! How would you like to create your labels?

(e

Create a Single Label Create a Batch Import Labels Start From Address Book
- ‘ Organize your labels into a batch Impert multiple lsbels via a File Start multiple labels in Label Manager
Create individual labels manuslly o . X X I R
within our improved crestion process and utilize cur streamlined multi- Upload and continue editing in by bringing in addresses from your
e P label creation process. Label Manager. Addreas Book.
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2) Find Label and Click on Label Number

a) Click on the label number to view the label details page where the tracking history and
delivery status are located.

- - o
CI | c k- N_Sh |p® Label Manager / Shipping History / AddressBook / USPSConnect / Preferences \n‘r Cart
History Dashboard
Account # 229130350
Search by Transaction Number Label Numbar Date + 31 days

All Labels ~ ]

|

Advanced Search

Showing Results 1-13 of 13

Export

Select labels from the table below by checking the corresponding checkbox for actions to appear. Then choose an action.

The USPS Loyalty Program allows business customers to earn shipping benefits based on their spending. Visit the USPS Loyalty Customer Portal for more details

Date { Order { Shipping Address { Service Type { Label Shipped { Label Delivery { Payment { Status § Cost {
1 D 06/28/2023 dc42b932- ROCKY BALBOA PM-GYOB 9405830109355007266858 No N/A MASTERGARD- Account $8.98
83424521 300 SUPERMAN ST 5391 Charged
9bcd-
fradesenioe;  DECATUR, GA 30000-0000

2 [ 0812/2023 68a65a08- Bruce Les PM-CGYOB 2405830109355004611705 Yes N/A MASTERCARD- Refund $7.64
artd-464f- 300 SUPERMAN ST 8475 Pending
9az2-
7e8234108278 DECATUR, GA 30000-0000

3 [ 05/06/2023 cc3d72df- Bruce Lee PM-CYOB 9405830109355002147510 Yes NZA AMEX-0331 Refunded §7.64

2c03-426b- 300 SUPERMAN ST
gabd- DECATUR, GA 30000-0000

ccB8ceb5bb68
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3) View Label Details Page
a) To print label(s), select Print / Re-print located on the left tab of the label details page.
b) To save label(s) as PDF, select Save PDF located on the left tab of the label details page.

C||ck-N-Sh|p® Label Manager / Shipping History / Address Book / USPSConnect / Preferences \,E,rCart

History Dashboard

¢ Back to Shipping History

Label # 9416430109355005822375

Terms
Acceptance Cutoff Delivery Status
11/02/2023 )
12:00 AM Tracking Number
420630219405830109355042887940
Acceptance Time
Nosa I
Scheduled Date Delivered, In/At Mailbox
11/06/2023
12:00 AM View Tracking History v
Detail
More Actions @ e é‘”
USPS Tracking > Account Numbser g
]
Ship Again > 228292420
Print/Re-print 3»
Print at the Post Office > Return Address Package

Save PDF 3 Janz Do= Choosz Your Own Box

— - 300 Spartan Rd
Shipping Supplies Status > CINCINNATI, OH 45202-1114

Jane Doe@gmail.com
Need Help? @

File an insurance claim? 3

Delivery Address Service Type
i EEL T S John Doe USRS Ground Advantage™
Loyalty Activity History > 100 SUPERMAN ST

Frares oS B & CHARLOTTE, NC 28262-2550

Order Number Service Type Price
d004ca37-echf-4a76-949f- USPS Ground Advantage™ Choose Your 3.75
a5888fasdd2d Own Box

INS Free
Transaction Type EDEL Frae
LABEL

Label Total
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4) Select Printing Format for Your Label(s)
a) Select a label printing format for your labels from the dropdown.
i. Note, the option to print two labels per page on a Standard( 8.5x11) sheet of
paper without receipts is now available.
b) To begin printing / saving your label(s) as PDF, select Get PDF.

Select Printing Format for your labels

Select printing format for your labels.
Labe! Printing Formst ()

Standard (8.5 x 11) - Without receipt, two labels per page R

(a)

Label Printer Compatible (4 x &) 1 page sheat

Label Printer Compatible (4 x &) 1 page sheat

Standard (8.5 x 11) - With receipt, one label per page
Standard (8.5 x 11} - Without receipt, two labels per page

Print later at Post Office
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How to Request a Refund for your Label(s)

1) Navigate to Shipping History
a) Click the Shipping History button located in the menu bar.

Click-N-Ship® Ao can

Label Manager ,f Address Book /; USPSConnect [ Preferences

Sign Up for a Click-N-Ship® Business Rate Card and Save
Get Lower
Rates “ou will have access to non-published, discounted prices for your business shipping nesds. Get

discounted business rate prices for Priority Mail® and USPS Ground Advantsge™ postage purchases.

Hi, Ted! What's in your Label Manager?

Welcome to the new Click-N-Ship Enhanced Shipping experience! Here you 519 3466
can view your account information, start your Click-N-Ship experience,
access previous |sbels, creste new labels, manage your address book, and

more! 20 1

® Incomplete Batches ® Complate Batches

® Incomplete Labels ® Complete Labals

View Label Manager

Want to create an Enterprise Payment Account (EPA) tc pay and manage services online through a single

account? Create one today or read more about the benefits of the Enterprise Payment System (EPS). Once Create an EPS Account

vou create an EPA, activation may take up to 24-36 hours.

Let's get started! How would you like to create your labels?

~

Create a Batch

Create a Single Label Import Labels Start From Address Book

QOrganize your labels into a

Create individual labels manually - Impert multiple labels via a File Start multiple labels in Label
e ) ) batch and utilize our ) T R
within our improved crestion . X X Upload and continue editing in Manager by bringing in addresses
streamlined multi-label creation
procesa, Label Manager. from your Address Book.

process.
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2) Find Label to Refund
a) Search for the label you would like a refund for by inputting the transaction or label

number.
- - 1]
C||ck-N_Sh|p® Label Manager / Shipping History / AddressBook / USPSGonnect / Preferences S cart
History Dashboard
Account # 229130350
Search by Transaction Numbar Label Number Date + 31 days
All Labels ~ “ I l I

Advanced Search

Showing Results 1-13 of 13

Select labels from the table below by checking the corresponding checkbox for actions to appear. Then choose an action.

The USPS Loyalty Program allows business customers to earn shipping benefits based on their spending. Visit the USPS Loyalty Customer Portal for more details

Date { Order { Shipping Address { Service Type { Label Shipped { Label Delivery { Payment { Status § Cost {

1 |:| 06/28/2023 dc42b932- ROCKY BALBOA PM-CYOB 9405830109355007 266858 No N/A MASTERCARD- Account $8.96
884e-4521- 300 SUPERMAN ST 5891 Charged
Sbed- DECATUR, GA 30000-0000
ffade56b19c1

2 D 06/12/2023 68a65a08- Bruce Lee PM-CYOB 9405830109355004611705 Yes N/A MASTERCARD- Refund $7.64
arfd-464f- 300 SUPERMAN ST 8475 Pending
9az2- DECATUR, GA 30000-0000
78234108279

3 [ os/05/2023 co3dradi- Bruce Lee PIM-CYOR 0405830109355002147510 Yes /A AMEX-0331 Refunded  §7.64
2c03-426b- 300 SUPERMAN ST
8abd- DECATUR, GA 30000-0000
cc68ceb5bb68
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3) Request Refund
There are two ways to request a refund for a label.

a) Option 1: Click the check box next to the label and click the “Refund” button that
appears in the available actions.

Account # 229130350
Search by Transaction Number Label Number Date + 31 days
All Labels ~ | l l

Advanced Search

Showing Results 1-13 of 13

Select labels from the table below by checking the corresponding checkbox for actions to appear. Then choose an action.

The USPS Loyalty Program allows business customers to earn shipping benefits based on their spending. Visit the USPS [ oyalty Customer Portal for more details

1 Labels Selected: Choose an action from the dropdown menu. Select Action ~ _

Track
Ship Again
Print
Date { Order { Shipping Address { Service Type $ Label $ ty & Payment { Status § Cost $
—
1 06/28/2023 dc42b932- ROCKY BALBOA PM-CYOB 9405820109355007266858 No MAA MASTERCARD- Account $8.96
884e-4521- 300 SUPERMAN ST 5881 Gharged
9ocd- DECATUR, GA 30000-0000
ffade56b19c1
2 | [ Joer12/2023 68a65a08- Bruce Les PM-CYOB 9405830109355004611705 Yes MNAA MASTERCARD- Refund $7.64
a7i4-464f- 300 SUPERMAN ST 8475 Pending
9a22- DEGATUR, GA 30000-0000
7eB234108278
3 D 05/05/2023 cc3d72df- Bruce Lee PM-CYOB 9405830109355002147510 Yes MAA AMEX-0331 Refunded $7.64
_— 2c03-426b- 300 SUPERMAN ST
8abd- DECATUR, GA 30000-0000
ccB9cebsbbbe
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b) Option 2: Click the label number and request a refund on the label(s) order page.

Showing Results 1-13 of 13

Select labels from the table below by checking the corresponding checkbox for actions to appear. Then choose an action.

The USPS Loyalty Program allows business customers to eamn shipping benefits based on their spending. Visit the USPS Loyalty Customer Portal for more details

1 Labels Selected: Choose an action from the dropdown menu. Select Action ~ —
Track
Ship Again
Print
Save as PDF
Date  Order { Shipping Address { Service Type { Label & Refund fy & Payment { Status $ Cost {
Cancel Refund
1 06/28/2023 dc42b932- ROCKY BALBOA PM-CYOB 9405330109355007266858 Mo MN/A MASTERCARD- Account $3.96

884e-4521- 300 SUPERMAN ST 5991 GCharged

9bcd- DEGATUR, GA 30000-0000

ffade56b19c1

2 [ 08/12/2023 68aB5a08- Bruce Lee PM-GYOB 8405830108355004611705 Yes MN/A MASTERCARD- Refund 57.64

ari4-464f- 300 SUPERMAN ST
9az22-
TeB234108273

DECATUR, GA 30000-0000

8475 Pending

c) Once on the order page,

¢ Back to Shipping History

Label # 9436130109355001535340

Terms
Acceptance Cutoff

09/05/2023
12:00 AM

Acceptance Time
No data

Scheduled Date

09/09/2023
12:00 AM

More Actions @

USPS Tracking »

Ship Again »

Shipping Supplies Status »

Need Help? @
File an insurance claim? »
Loyalty Activity History »

Request a Refund >

scroll down and select the “Request a Refund” option.

Delivery Status

Tracking Humber
420770188436130109355001535340

Your package is on the way ta a IUSPS facility. Sign up to get updates, and we'll send you a delivery
dats and time when svailsble.

Pre-Shipment

View Tracking History ~

Details

Account Number

229130350

Return Address Package

Clark Kent Chaoas Your Own Box
300 SUPERMAN ST

DECATUR, GA 30000-0000
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How to Export Your Purchase History
1) Navigate to Shipping History
a) Once you are on the Shipping History landing page, select Export to begin the exporting

process.
. . 0
Cl|ck-N-Sh|p® Label / Shipping History / AddressBook J/ USPSConnect / Preferences \.-f Cart
History Dashboard
Account # 229130350
Search by Transaction Number Labal Number Date + 31 days

All Labels ~ l

| [eee o |

Advanced Search

Showing Results 1-13 of 13

Select labels from the table below by checking the corresponding checkbox for actions to appear. Then choose an action.

The USPS Loyalty Program allows business customers to earn shipping benefits based on their spending. Visit the USPS | oyalty Customer Portal for more details

Date { Order { Shipping Address Service Type { Label { Shipped { Label Delivery { Payment { Status { Cost

1 [ 08282023 dcd2boaz- ROCKY BALBOA PM-CYOB £405830109355007266858 Mo NAA MASTERCARD- Account $8.96
884e-4521- 300 SUPERMAN ST 5991 Gharged
gbcd- DEGATUR, GA 30000-0000
ffade56b19c1

2 [ 0812/2023 88265208 Bruce Lee PM-CYOB 09405830109355004611705 Yes NAA MASTERCARD- Refund $7.64
arfd-4g4f- 300 SUPERMAN ST 8475 Pending
9a22-

DECATUR, GA 30000-0000

72234108278
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(b)

2) Fill out the Export Shipping History Form

a) Before exporting the file, select the desired time period for the exported file.
b) Enter the email address where the file will automatically be sent to after exporting.

c) Once ready, select Export.

Export Shipping History

Time Pericd

Paszt 7 days

The GSV file you export will automatically download in your browser and be sent to the following
email address. If the file size exceeds the maximum lirit, it will only be sent by email.

Email
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Enhanced Click-N-Ship®
Address Book

Within the following section, you’ll receive step-by-step guidance on how to edit, organize, and manage

your saved addresses within the new built in Enhanced Click-N-Ship® Address Book.
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How to Access your Address Book

1) Navigate to Address Book
a) Click the Address Book button located in the menu bar.

Click-N-Shi p® LabelManager / Shipping History /| Adcress Book USPS Connect /  Preferences \,:f Cart

® Skip the surcharge. Ship with USPS: There will be no pesk or demand surcharges on holiday shipping this season. Plus, &ll enhanced Click-N-Ship® customers
receive lower Commercial Rates.

What's in your Label Manager?

Hi, Ted!
Welcome to the new Click-N-Ship Enhanced Shipping experience! Here you can view 85 11
your account information, start your Click-N-Ship experience, access previous labels, @ Incomplete | shels @ Complete [ shals
create new labels, manags your address book, and more!
12 0
View Label Manager ® Incomplete Batches @ Complete Batches

2) Viewing your Address Book
a) Once inside the Address Book, all your saved contacts will be listed below.

My Address Book Import Contacts

[ Search Address Book Q I I Select Labels and Choose Action ~ l Export All (7)
Sort By [ Setectan Viewing 1-7 of 7 contacts
l Last Name A-Z v I
CLARK KENT
D OSFEINT ST m Qﬂm
My Groups CHARLOTTE. NC, 33333.0000
Nogroups CLARK KENT
O  sosveermantsr Edit Delete
CHARLOTTE, NC, 33333-0000
Create New Group CLARK KENT
D bimplbdesgiib m .
CHARLOTTE, NC, 33333-0000
Missing contacts from your existing USPS Address Book? CLARK KENT
e D plkiesptoonsidd - -
CHARLOTTE, NC, 33333-0000
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How to Add a Contact to your Address Book
1) Importing Contacts from your USPS® Address Book

a) To import all of your previous contacts from your USPS® Address Book, select Sync All

Contacts.

My Address Book

l Search Addreas Book Q | [ Select Labels and Choose Action = l
Sort By O selectau
[ Last Name A-Z v I
CLARK KENT
D 310 SUPERMANT ST
My Groups CHARLOTTE. NC, 33333.0000
Negrdps CLARK KENT

D 310 SUPERMANT ST
CHARLOTTE, NC, 33333-0000

Create New Group CLARK KENT
D 310 SUPERMANT ST
CHARLOTTE, NC, 33333-0000
Missing contacts from your existing USPS Address Book? CLARK KENT

Sync All Contacts O 210 SUPERMANT ST
CHARLOTTE, NG, 33333-0000

+ Add New Contact

Edit

im
=1

im
=

Delete

Deilete

Delete

Export All (7)

Viewing 1-7 of 7 contacts

b) Select Yes, Sync Contacts & Groups to begin importing your contacts.

Sync All Existing USPS Contacts

This will import all the contacts you currently have in the USPS Address Book to this new Click-M-

Ship address book. All contacts and their associated groups will be transferred.

“ou can sync all groups and contacts at once, or you can select ‘Mo, Gancel’ and choose to
manually export from the previous address book and import specific contacts and groups into this

new address book.

Would you like to sync all your existing USPS contacts to this new address book?

Yes, Sync Contacts & Groups ‘ Mo, Cancel

import Contacts
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c) Once your contacts have successfully imported, you will see a green banner.

Click-N-Ship® T oo

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

I @ Success! All contacts & groups from your existing USPS address book have been synced! *

| Search Address Book Q l l Select Labels and Choose Action ~ l

Sort By [ SelectAl

Viewing 1-7 of 7 contacts

2) Importing Contacts via CSV File
a) To import your contacts via CSV file, select Import Contacts.

My Address Book Import Contacts

Search Address Book Q | I Select Labels and Choose Action ~ l Export All (7)

SorBy [ Selectan Viewing 1-7 of 7 contacts
[ Last Name A-Z v I
CLARK KENT
0O  sosueersarser Eatt Dalete
My Groups CHARLOTTE. NC, 33333.0000
Nogroups CLARK KENT
(] 310 SUPERMANT ST Edit Delete

CHARLOTTE, NC, 33333-0000

E
3

Create New Group CLARK KENT
O  siosupersantst
Add CHARLOTTE, NC, 33333-0000
Missing contacts from your existing USPS Address Book? CLARK KENT
Sync All Contacts O  sosveervarrsr Eat  Delete

CHARLOTTE, NC, 33333.0000
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b) Select Browse Files to select a CSV file with your contact list.

c) Select Import Contacts once ready.

d) If you would like to download the template that will assist you in successfully importing

your contacts, select Download Template.

¢ Back to Address Book

Import Contacts
You can import all of your contacts at once. Or, you can upload specific files and put them in

existing or new groups. You also have the ability to add to or remove from a group later.

Select your .csv file @

File Selected: CNSv2 contacts.csv

Add to Groups (optional)

My Groups

Create New Group

+ Add Another Group

fmport Gontacts

How to Import

1. To begin, download an address book template. You must use the

headers provided in this template.

[ommen ] o

2. The G5V {.csv) file must centain the following:
First Name and Last Name CR Gompany
Address

Gity

State/Province

ZIP Code

o

o

o

o

@

3. Choose the (.csv) file you would like to import by selecting Browse

Files.

4. {Optional) Add the contacts in your file to an existing group and/or

create a new group.

5. Select Import Gontacts to import your file
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3) Adding a Contact (Traditional Method)

a) To add a contact with a detailed Contact Information, select + Add a Contact

My Address Book

l Search Address Bock Q I [ Select Labels and Choose Action = l
Sort By [ Setectan
I Last Name A-Z v |
CLARK KENT
D 310 SUPERMANT ST
My Groups CHARLOTTE. NC. 33333.0000
No groups CLARK KENT
D 310 SUPERMANT ST
CHARLOTTE, NC, 33333-0000
Create New Group CLARK KENT

Missing contacts from your existing USPS Address Book?

Sync All Gontacts a

[ - .

310 SUPERMANT ST
CHARLOTTE, NC, 33333-0000

CLARK KENT

310 SUPERMANT ST
CHARLOTTE, NC, 33333-0000

+ Add New Contact ‘ Import Contacts

Daiete

Delete

Viewing 1-7 of 7 contacts
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b) Fill out the required* Contact Information and once finished, select Save Contact.

< Back to Address Book

Add to Groups (optional)
New Contact
“ Ingicates & maguired Tiid My Groups
Meame (or Company)

[ Tris sadaress = 2 business Crams Haw Grouz

“First Mams. [0 “Last Mama |
‘ | ‘ ‘ | + Add Another Group

hiickrama

Address

“Country

Unied States of America ‘ w I

“City “Eatm “ZP Cada™

Contact Information

Phons Nurmier

g

e Contact ‘ Cancel |
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How to Edit a Saved Contact within your Address Book

1) Select a Saved Contact to Edit
a) Select Edit hyperlink of the contact that you would like to edit.

My Address Book Import Contacts

[carasana q| [
Sort By [ SelectAl Viewing 1-7 of 7 contacts
[ Last Name A-Z v I
CLARK KENT
P -
My Groups CHARLOTTE. NC, 33333.0000
Nggoups CLARK KENT
CHARLOTTE, NC, 33333-0000
Create New Group CLARK KENT
CHARLOTTE, NC, 33333-0000
Missing contacts from your existing USPS Address Book? CLARK KENT
Sync All Contacts (m] 210 SUPERMANT ST Edit Delete

CHARLOTTE, NC, 33333-0000
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2) Edit Contact Information
a) Edit the Contact Information and select Save Contact when finished.

< Back to Address Book

Add to Groups (opticnal)
Edit Contact
* Inhaten & feauned ek LirREEr
Hame (or Company)

[0 is eddress is & business Cram Naw Groos

“Firmt Mame 7] “Las Narme ‘
| + Add Ancther Group

CLARE ‘

Mickrarma

Address

oy

uritsd Statss of Americs ‘ w I

“Pddkues ApeiSuiteCrhar

310 SUPERMANT 5T ‘ | |

“City = “AF Coda™

| CHARLOTTE | ‘ NC-HCHTV‘ ‘ 33333-0000 |

Contact Information

Phone Nurmber

Fafaranca Numbar

_ ‘
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How to Manage Saved Contacts within your Address Book

1) Create a Label from a Saved Contact
a) To create a label from a saved contact within the Address Book, select the checkbox of
the contact(s) and then select Create Labels from the dropdown.

My Address Book Import Contacts

Create Mew Group CLARK KENT

Im
=

l Search Addreas Book Q l Select Labels and Choose Action ~ Export All (7)
Create Label
Sort By resle e Viewing 1-7 of 7 contacts
Last Name A-Z v l
l Add to Group ) (MORTON
MENT) i
Edit Delete New Label
Export
My Groups
Delete
No groups
Remove from Group Edit Delete New Label

310 SUPERMANT ST I Delete New Label
CHARLOTTE, MC, 33333-0000

2) Delete a Saved Contact
a) To delete a saved contact within your Address Book, select the checkbox of the
contact(s) and then select Delete from the dropdown.

My Address Book Import Contacts

l Search Addre=s Book Q l Select Labels and Choose Action ~ ] Export All (7)
Greate Label
Sort By reale Lanes Viewing 1-7 of 7 contacts
Last Name A-Z ~
Addto G
l l ReclosmR b (MORTON
MENT) )
Edit Delete New Label
Export
My Groups
Delete
No groups
Remove from Group Edit Delete Mew Label
Greate New Group CLARK KENT )
E 370 SUPERMANT ST Delete New Label
CHARLOTTE, NG, 23333-0000
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3) Export a Saved Contact
a) To export a saved contact within your Address Book, select the checkbox of the
contact(s) and then select Export from the dropdown.

My Address Book Import Contacts

l Search Addre=s Book Q l Select Labels and Choose Action ~ ] Export All (7)
Greate Label
Sort By reale Lanes Viewing 1-7 of 7 contacts
Last Name A-Z ~
Addto G
l l E— b (MORTON
ENT)
Edit Delete New Label
Export
My Groups
Delete
No groups
Remove from Group Edit Delete New Label
Create Mew Group CLARK KENT
310 SUPERMANT ST Edit Delste New Label
l “ CHARLOTTE, NC, 33333-0000

4) Add a Saved Contact to a Group
a) To add a saved contact within your Address Book to a Group, select the checkbox of the
contact(s) and then select Add to Group from the dropdown.

My Address Book Import Contacts

l Search Address Book Q l Select Labels and Choose Action ~ ] Export All (7)
Create Label
Sort By resle e Viewing 1-7 of 7 contacts
Last Name A-Z v l
l Add to Group MORTON
ENT) ;
Edit Delete New Label
Export
My Groups
Delete
No groups
Remove from Group Edit Delste New Label
Create Mew Group CLARK KENT
40 SUPERMANT ST Edit  Delete New Label
l “ GHARLOTTE. NG. 33333-0000
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5) Remove a Saved Contact from a Group
a) Toremove a saved contact from a group within your Address Book, select the checkbox of
the contact(s) and then select Remove from Group from the dropdown.

My Address Book Import Contacts

l Search Addre=s Book Q l Select Labels and Choose Action ~ ] Export All (7)
Greate Label
Sort By reale Lanes Viewing 1-7 of 7 contacts
Last Name A-Z ~
Addto G
l l ReclosmR (MORTON
ENT)
Edit Delete New Label
Export
My Groups
Delete
No groups
Remove from Group Edit Delete New Label
Create New Group CLARK KENT
410 SUPERIANT & Edit  Delete New Label
l “ CHARLOTTE, NG, 23333-0000
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Enhanced Click-N-Ship®

Direct Connect (Business Accounts)

Within the following section, you’ll receive step-by-step guidance on how to connect a marketplace
platform store front to sync your accounts to Enhanced Click-N-Ship® so that you can process, import,
and manage your orders from all platforms in one place. Note, this service is only offered to business

users.
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How to Connect to a Marketplace (Business Users Only)

1) Refer to the Direct Connect section
a) Click on the Direct Connect tab located on the landing page.

- - 1
Click-N-Ship® v con
Lsbel Mansger [ Shipping History / Address Book [ USPS ,rf

0 Sign Up for a Click-N-Ship® Business Rate Card and Save

ower

Rates “fou will have access to non-published, discounted prices for your business shipping nesds. Get discounted business

rate pricas for Priority Mail® and USPS Ground Advantage™ postage purchases.

Hi, Ted! What's in your Label Manager?

Welcome 1o the new Click-N-Ship Enhanced Shipping experience! Hera you can view your 1 23
account information, star your Click-N-Ship expenence, access previous labels, create

labels, ad  and more! @ Incompists Labeis @ Complets Labsls

70 1

L] e -
View Label Manager Incompists Batches Compists Batches

Let's get started! How would you like to create your labels?

=] < B

m ~

. Create a Batch Import Labels Start From Address Book
Create a Single Label
Create individual labels ually Orga.m_zg your labels \I'.ltD a ba‘tc:.h Import multiple Ia.bels wa.a FI-SE Start rr.lulu.ple labels in Label Manager
within our improved creation process and utilize our streamlined multi- Upload and continue editing in by bringing in addresseas from your
B : label craation process. Labal Manager. Address Book.

2) Connect to a Marketplace
a) To begin the connection process, click + Connect a Marketplace.

Click-N-Ship® o cen
Label Manager f Shipping History |’ Address Book J' USPS Connect j‘ Direct Connect f Preferences

Connect a Marketplace

| + Connect a Marketplace | Establish a connection and import label information from an enline marketplace

Marketplace Name Last Modified Actions

Mo connected marketplaces
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b) Select a Marketplace from the options displayed.

Connect a Marketplace

Select a markatplace below:. You will then be redirected to the marketplace to log in to your account.

G | o

Squarespace WooCommerce

“¥ou can connect one store per marketplace.

Privacy Act Statement:

For more information on our privacy policies visit www usps comiprivacypolicy.

Your Information will be ussd to Ml onders for USPS® products &nd services using Click-H-Ship® to crests postage ksbels online, and to support the
sdministration and enforcement of U_S. customs, export control, Snd sxport stetistics lews. Collection IS suthonzed by 38 U.S.C. 401, 403, 404, &nd 407; 13
U.5.C. 301-307; &nd 60 W.5.C. 1702. Supplying your Informaticn ks voluntary, but If not providsd, we mey not be abls to Drocass your reguest or fulfll your onling
ordar for shipping kabsels. We do not discloss your Information without your conssnt to third parties, sxcspt for the following limited circumstances: Incldent to lsgal
procesdings INvoiving the Postal Servics; Tor IEw Snforcemsant pUrposes; to & congressianal ofMcs on your DEnel, to Bgents or CONtractors When necessary to fur
& business functian; to & U_S. Postal Ssnics suditor: 1o iebor argenizstions &s requirsd oy spplicabls Bw; to govemmsent aganciss In connsction with decisions a5
necessany; 10 S0SNCIes SNd Snthas for Tnencisl MEttsrs and 107 CUSIOMEer SSrVics pUrposss. CUSIOMS deciaration reconds may e disclossd 1o domeste and
farsign cUstoms &genciss Snd postsl 0DSrStors, 85 WSl &5 Intermadisry COMPENIes INVOVEd In SiSCironic dats Sxchangss, for the purposs of feclitsting camags,
security protocots, forsign or domestic CUStDMS procsssing, pEyment to operstors, or delivery; Records may be disclosed to the OMcs of Forsign Assets Control,
the Buresu of INdustry and Security, Customs and Bordsr Protsction, Snd othsr govermment Suthortiss for the purpess of sdministering snd snforcing sxport
conirad laws, rules, and palicles, Including 50 U.5.C. 1702. Customs declaration records mey be disclosed to the U.S. Cansus Bursau for export statistical
purpasss pursuant to 13 U.S5.C. 301-307. For mors Informathen on our privacy polickes visit.
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How to Import Label(s) from Squarespace

1) Connecting to Squarespace
a) To begin the connection process with the Squarespace, select Squarespace and you will be
redirected to the login page. From there, enter your login details and select Log In.

Log into Squarespace

EMAIL ADDRESS
name@example.com . .
. G Continue with Google
PASSWORD
OR Continue with Apple
Password [O] ‘
9 Continue with Facebook

CAN'TLOG IN?

Secure Login with reCAPTCHA subject to Google
Terms & Privacy

b) Once logged in, select Allow to proceed.

@+ 2

Connect USPS Click-N-Ship for
Business

Allow USPS Click-N-Ship for Business
permission to

View order and fulfillment information

v View customer information (name, email,
address, and more)

v Create, update, and delete order and
fulfillment information

View order and fulfillment information

View customer information (name, email,
address, and more)

LOGGED IN AS

clark kent@gmail.com

SITE

Click-N-Ship For Business

This third-party extension may access sensitive

nformation. For more, view this extension’s Privacy Policy
orTerms and Conditions.

ALLOW

CANCEL
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c) Once you have successfully connected to your Squarespace store, you will see a green
banner at the top of the page.

d) Enter the desired Squarespace Store Name in the textbox and select submit to proceed
with importing your label(s)

- - @ 1
Click-N-Ship S cant
Label Manager [ Shipping History [ Address Book [ USP3Connect® [ Direct Connect [  Preferences
( c ) I '@ Success! Your Squarespace Store has bean connected ®

Manage Marketplace Connection

D

Name your store in CIick-N-Ship’B or disconnect.

“Souarescace Stors Mams
( ) | My Sguersspecs Stors I

“ ‘ View All Gonnected Merietplaces

e) To begin importing your labels from your Squarespace store, select Import Labels.

- - ® 1
Click-N-Ship o o
Label Mansger / Shipping History | Address Book [ USP3 Connect® |/ Diract Connect |  Preferences

Manage a Marketplace

Establish a direct connection and import labeal information from an cnline markatplace.

You cumrently have 1 Active marketplace You can edit connections below or add ancther marketplaca. + Connect a Marketplace

Marketplace Name Last Modified Actions

05/31/2024
@ My Sgquarsspecs Stars Manage Import Labels

You can connect one store per marketplace.

f) Select the label(s) that you would like to import by checking off the box of each individual
label.

g) Select the tracking agreement checkbox.

h) Lastly, select Import Labels.
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(f)

(g)
(h)

Import Labels

D

My Squarespace Store

Select transactions to import into Label Manager C Refresh

. D Status Order 1D Recipient Name Destination Number of ltems

0858380444758501 1¢4c0DCS Mike Doe Daras, TX 76202 z

8856383¢c6%aD485202252006 Janice Doe Dazas, TX 76202 4

i
&
g

Upon successful payment of these label(s), please download the tracking PDF after payment confirmation and update the tracking information in the respective marketplace portal if it
did not automatically update. The tracking numbers should match in USPS and your marketplace.

I B 1 uncsestana 1 nesd to confirm tracking Information was sent/Passed from USPS 10 my markstplsce. I

Tr i will be imp &s anew in Label Manager. Not all information below will be imported into Label Manager. Only the data needed to create a
Iabel will transfer (i.e., recipient name, ination, service and ion, and item il ion if i ) Fields related to the payment of the item will not import into
Label Manager. Once imported, you will be able to edit the labels in Label Manager.

i) Once labels are successfully imported, the labels will appear in your Label Manager.
j) Before you can proceed with adding your imported label(s) to the cart, you will have to
select the Service and Mailpiece type for each individual label.

- - ® 1
Click-N-Ship \f can
Label Mansger [/ Shipping History / Address Book [ USP3 Connect® [ Direct Connect [ Prefersnces

I @ Hide Postage on Label - Choose if you want the postage price to appear on your printed domestic labals. Visit the Preferences tab to learmn more.

All Labels (26) Batches (71)

- Use Address Book (* Refresh m Add All Complete to Cart >

This Labs! Manager 1abie /s sorted by dafe and time cregtad. Each new iabel will appsar af the top of the tatie.

O Ship Date Recipient Service and Mailpiece Mailpiece Details Extra Services Total Price All Labels -
O DE/31/2024  Mike Doe Edit Service And Mailpiece Itams 1 + Add Extra Services  Unavaianie
1000 COMMERCE STREET Edit Mailpiece Datails Missing service
& DALLAS, TX, 75202 fype. -
MIssing packags B
Iype. g
2 O 05/31/2024  Jenice Doe Edit Service And Mailpiece nsms 1 + Add Exire Services  Unavaiiamie
1000 COMMERCE STREET Edit Mailpiece Datails Missing service
& DALLAS, TX, 75202 Toe

Missing packags
type.
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(a-d)

How to Import Label(s) from WooCommerce

1) Connecting to WooCommerce

a) To begin the connection process with the WooCommerce, select WooCommerce.
b) Enter your WooCommerce store’s URL.

c) Enter your WooCommerce store’s Consumer Key.

d) Enter your WooCommerce store’s Consumer Secret.

e) Select Connect to proceed.

Connect your WooCommerce Store

(ZI) commerce

Enter your WooCommerce store's URL
“Stare UAL

Entar VWooCommearss URL

Enter your WooCommerce Consumer Key
Store Consumer kay

Emtar WiooCommeance Stors Consumear Ksy

Enter your WooCommerce Consumer Secret
Stors Consumer Secrat

Emtar WiooComms

For more information on our privacy policies visit www.usps com/privacypolicy.

Privacy Act Statement:

Your INformation wil be USSd to fusfil ordsrs for USPS® products nd Servicss using Click-H-Ship® to crests postsgs Ebsls online, Snd to SUpport s
edministration and enforcament of U.S. customs, export control, and export stetistics lews. Collection Is suthorized by 38 ULS.C. 401, 403, 404, and 407, 13
U.S.C. 301-307; end 50 U.5.C. 1702. Supplying your Information ks woluniary, but If not provided, we mey not be abls to process your request o Tulflll your online
ordar for shipping IEbals. We 02 Not dIScoss Your INfonmation Wthout ¥oUr Consant to third parties, sxcapt for the following imited cifcumstancss: Incident 1o ksgal
procesdings IMvolving the Postal Servics; for |Ew snfolcamsnt pUNDOSES; to & CONGrassionsl offics 0N your bensll; 1o Egents of CONtractors WNen Necessary to fu
& businsss function; to & U_S. Postal Senics suditor; to ISbor orgenizstions 85 rsquirsd by Epplicabls =W, tD JOVEMMsnt Sgsncias In conNsction with dscisions &5
NSCEEESry; 10 8gSNClSs End Snttiss for fNENCIEl METSrs BN for CUSIOMSr SSrvVics QUrposss. CUStOMS dScIErston records may os disclossd o domastc and
forslgn customs ggsncles snd postal opsretors, S5 well 85 Imtsrmediary companiss Involved In slsctronic date sxchangss, for the purposs of fsclitating camags,
securtty protocats, forsign or domestic customs procsssing, peyment to operstors, or delivery: Records may be disclosed to the Offics of Forsign Assets Control,
the Burseu of Industry end Security, Customs end Border Protection, and other government utharities for the purpess of sdministering and enforcing export
conirod laws, rules, end pelicles, Including 60 U.5.C. 1702, Customs declaretion records mey be disciosed to the U.S. Census Buresw for export staiisticel
PUFpOSSS pUMSUANt to 13 ULS.C. 301-507. For mors INfoMmation on our privacy pollcies visit
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(f)

(g)

(h)

f)  Once you have successfully connected to your WooCommerce store, you will see a green
banner at the top of the page.

g) Enter the desired WooCommerce Store Name in the textbox.

h) Select Save Name to proceed with importing your label(s)

Click-N-Ship® T can

Label Manager [ Shipping History / AddressBook [ U3PSConnect® [/ Direct Connect [ Preferences

ﬂ @ Success! Your Store has been connected ®

Manage Marketplace Connection
(T2 commence

Name your store in CIick-N-Ship“’ or disconnect.

“WocCommaerce Store Name

My WeoCommerce Store I

“ [ Ramove Connestion | [ view A Gonnected arkepisces

i) To begin importing your labels from your WooCommerce store, select Import Labels.

Click-N-Ship® oS can

Label Manager / Shipping History / Address Book / USPSConnect® / DirectConnect / Preferences

Manage a Marketplace

Establish a direct connection and import label information from an online marketplace.

You currently have 2 Active marketplaces. You can edit connections below or add another marketplace. + Connect a Marketplace

Marketplace Name Last Modified Actions

05/31/2024
Manage Import Labels

m Iy WooCommerce Store

05/31/2024
Manage Import Labels

@ Iy Squarespace Store

You can connect one store per marketplace
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(i)

(k)

(1

j) Select the label(s) that you would like to import by checking off the box of each individual

label.

k) Select the tracking agreement checkbox.
I) Lastly, select Import Labels.

Click-N-Ship®

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

Import Labels
(L) commerce

My WooCommerce Store

Select transactions to import into Label Manager

# O Status Order ID Recipient Name Destination Number of tems
1 Sold and Paid 85 Jamie Doe Dallas, TX 75202 12
2 o Jamie Doe Dallas, TX 75202 8

2 [ > ]

Upon successful payment of these |abel(s), please download the tracking PDF after payment confirmation and update the tracking information in the respective marketplace portal if it

did not automatically update. The tracking numbers should match in USPS and your marketplace.

I | understand | need to confirm tracking information was sent/Passed from USPS to my marketplace. I

Lt

Transactions selected will be imported as a new batch/shipment in Label Manager. Mot all information below will be imported into Label Manager. Only the data needed to create a

label will transfer (i.e., recipient name, destination, service and package Information, and item information if applicable.) Fields related to the payment of the item will not import into
Label Manager. Once imported, you will be able to edit the labels in Label Manager.
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m) Once labels are successfully imported, the labels will appear in your Label Manager.
n) Before you can proceed with adding your imported label(s) to the cart, you will have to
select the Service and Mailpiece type for each individual label.

Click-N-Ship® vl can
Address Book [/ USP3 Connect® [ Direct Connect [ Preferences

Lsbel Mansger [/  Shipping History

I @ Hide Postage on Label - Choose if you want the postage price to appear on your printed domestic labals. Visit the Preferences tab to learn maore.

All Labels (26) Batches (71)

Use Address Book * Refresh Add All Complete to Cart >

This Labei Manager iabis s serted by oafe and time cragted. Each new labe! will opsar &t the top of the tabie.

[1  shipDate Recipient Service and Mailpi ilpieca Details Extra Services Total Price All Lspels -
O D6/31/2024 Mike Doe Edit Service And Mailpiece ftems 1 + Add Extre Services  Unavailable
4300 COMMERCE STREST Edit Mailpiece Details sissing servics
[ DALLAS, TX, 75202 fpe. -
FAISSING pEckags B
e g
a
-3
| 05/31/2024  Janice Doe Edit Service And Mailpiece ftems 1 + Add Extra Services  Unavailable
1000 COMMERCE STREET Edit Mailpiece Datails Aiissing service
& DALLAS, TX, 75202 e
MISsing packags

npe.
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Enhanced Click-N-Ship®

Preferences

Within the following section, you’ll receive step-by-step guidance on how to view edit and manage your

Enhanced Click-N-Ship® preferences in order to make it easier to fill out label forms in the future.
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How to Edit your Preferences

1) Begin Preferences Selection
a) Click on the Preferences tab located on the landing page.

. . 2
Click-N-Ship® v can
Label Manager / Shipping History / Address Book / USPS Connect® / Direct Connect

Sign Up fora (:Iick—N-Ship® Business Rate Card and Save
Get Lower
Rates You will have access to non-published, discounted prices for your business shipping needs. Get discounted business

rate prices for Priority Mail® and USPS Ground Advantage™ postage purchases.

What's in your Label Manager?

Hi, Ted!
Welcome to the new Click-N-Ship Enhanced Shipping experience! Here you can view 9 60
your account information, start your Click-N-Ship experience, access previous labels, ® Incomplete Labels ® Gompiste Labels
create new labels, manage your address book, and more!
73 1
View Label Manager ® Incomplete Batches @ Gomplste Baiches
Let's get started! How would you like to create your labels?
Create a Single Label Create a Batch Import Labels Start From Address Book
Lo Organize your |abels into a batch Import multiple labels via a File Start multiple labels in Label Manager
Create individual labels manually B
within our improved creation Drocess and utilize our streamlined multi- Upload and continue editing in by bringing in addresses from your
P P ) label creation process. Label Manager. Address Book.

b) To view more details on a specific preference section, select the toggle down arrow on the

right hand side of the preference.

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

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

R
Sender Details # Edit ¢ Clear | v
Specify the return address on the label. This does not change the customer registered address.
Shipment Notifications # Edit X Clear | v
Sign up for email’SMS text updates. Set preferences for sender and recipient contact for mailpiece journey updates.
Mailpiece Options # Edit ¢ Clear |
—

Set the mailpiece option you use the most as a default when you create labels.
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2) Sender Details Preferences
Specify a return address and alternate ZIP Code™ for your labels. This does not change your
customer registered address.

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

Sender Details X Clear  a

Specify the return address on the label. This does not change the customer registerad address.

Return Address

Specify the return address on the label. This does not change the customer registered address.

Return Address

John Doe
300 SUPERMAN ST
SAMN ANTONIO, TX 78255

Ship from Alternate ZIP Code™

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

Alternate Shipping ZIP Gode™

An alternate shipping ZIP Gode™ is not set
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(d)

(e)

c) Manually enter the return address details such as Name, Company (if applicable), Country,
Address, City, State, and ZIP Code™.
d) Manually enter an alternate ZIP Code™ if shipping from a ZIP Code™ that is different from

your return address.

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

Return Address

Specify the return address on the label. This does not change the customer registered address

Return Address

John Doe

300 SUPERMAN ST

SAN ANTONIO, TX 78255

“First Neme ML “Last Name

| | =l |
Company

|

*Strest Address Apt/Suite
| | | |
“City “State *ZIP Coda™
[ San Antonio ] l TX - Texas ~ l [ 78255

Ship from Alternate ZIP Code™

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

Alternate Shipping ZIP Code™

An alternate shipping ZIP Code™ is not set

ZIP Code™
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3) Shipment Notifications Preferences
Sign up for email / SMS updates. Set preferences for sender and recipient contact for Mailpiece
journey updates.

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

Shipment Notifications Vd

m
=

X Clear a

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

Sender Notification Options Recipient Notification Options

Mo sender notification options are set Mo recipient notification options are set

c) Enter your email and / or phone number, select the | would like to get tracking and
confirmation notifications via email and / or text message checkbox and select the types of
updates that you would like to receive.

d) Under the Recipient Shipment Notifications section, select the types of updates that you
would like the recipient to receive.

e) Click Save to save the changes made to the Shipment Notifications preferences.

Shipment Notifications

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

My Shipment Notifications ipient Shipment ifications
Email Select updates sent to recipient.
john.doe@gmail.com ] Email Text
tc) Phone for SMS Test Messages ] 0 All Below Updates ( d )
I (704) 780-0000 ‘ O O Expected Delivery
O O Day Of Delivery

B | would like to get tracking and confirmation notifications via emeil and/or text message

Send me notifications for O O Paciage Delivery
Email Text O ] Pickup Availability
O O All Below Updates O O Delivery Exception
O O Expected Delivery O | Package In Transit
D |:| Day Of Delivery

O O Package Delivery

D |:| Pickup Availability

D |:| Delivery Exception

O O Package In Transit

Privacy Act Statement:

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

e I -
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4) Mailpiece Options Preferences
Set the Mailpiece option that you use the most as a default when you create labels.

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

m
2

Mailpiece Options Vs

X Clear -

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

Preferred mailpiece type is not specified

c) Select a Mailpiece Type — either USPS® Flat Rate Packaging or Choose your own box. If you
select “Choose your own box” please enter Mailpiece weight, dimensions (if applicable), and
girth (if applicable)

d) Click Save to save any changes and set your Mailpiece option preferences.

Mailpiece Options

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

Preferred Mailpiece Option

Preferred mailpiece type is not specified

Choose your Mailpiece Type

( c ) © USPS® Flat Rate Packaging
O Choose your own box

@ T
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5) Favorites Preferences
Save favorite packaging options to create new labels more quickly.

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

Favorites -

Save favorite service and mailpiece types to create labels faster.

Favorite Name Service Type Mailpiece Type Value Weight

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

c) Name your Mailpiece, select a Service Type, Mailpiece Type, and enter a Mailpiece Value
(up to and including $5,000.00). When creating a label, select “Start from Favorite” to
generate a label based on your favorite preferences.

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

Add Favorite

Save favorite packaging options to create new labels more quickly.

*Name of Favorite

| |

*Service Type

Select a service type v ]

*Mailpiece Type

*Mailpiece Value

Enter a value up to and including $5,000.00

E 0

(c)
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6) USPS Connect® Preferences
Set how far you are willing to travel to drop off USPS Connect® Mailpiece’s by setting your

radius and location type map preferences.

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

USPS Connect # Edit | Clear o

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

USPS Connect® Radius Preference Filter Map View by Location Type

20mi
| USPS Connect® Local A

USPS Locations

_ Ontario

Nebraska
UNITED

Nevada
?n‘ln

iahama

"L Arkansas
- X

New Mexico

I .
Florida

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

USPS Connect

Set how far you are willing to travel to drop off USPS Connsct® Mailpiaces.

USPS Connect Radius Preference Filter Map View by Location Type

Select Radius v USPS Connect Local A

1 Mile

& Miles
10 Miles
20 Miles
30 Miles
50 Miles
100 Miles

¥eqpasy

d) To Filter the Map View by Location Type (USPS Connect® Local or USPS Connect® Regional),

select the Filter Map View by Location Type dropdown and select your option.

USPS Connect

Set how far you sre willing to travel to drop off USPS Gonnect® Mailpiaces.

USPS Connect Radius Preference Filter Map View by Location Type

l Select Radius v USPS Cennact Local ~

USPS Locations

USPS Connect Local
USPS Connect Regional
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e) Once finished, click on Save to save your updated preferences selections.

USPS Connect

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

USPS Connect Radius Preference Filter Map View by Location Type

VHMMM -

‘ 1
|

North Dakota

Minngsotaf”

—
!

South Dakota

Michigan

MNobraska

UNITED
& TATE

sic
" North Carolin é;
\L\-

}Gwlgla \

F
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7) Click-N-Ship® Business Rate Card Preferences
Set your preferences for the Click-N-Ship® Business Rate Card. With these agreements, you’re
eligible for even lower business prices and other benefits.

a) Select the toggle down arrow to expand the CNS Business Rate Card preferences section.
b) Select Sign Up to enroll into the Business Rate Card program.

Click-N-Ship Business Rate Card -

Set your preferences for the Glick-N-Ship Business Rate Gard. With this agreement, you're eligible for even lower business prices and other benefits.

Business Rate Gard Status

Mot Enrolled. Sign up today to access even lower business prices. After you review and accept the terms, you’'ll have immediate access to lower business prices. You can opt out at
any time

c) Agree to the Business Rate Card Terms and Conditions by selecting the terms and
conditions checkbox and selecting sign up. No further action is required after enrolling.

Get Discounted Rates with GIick-N-Ship® Business Rate Card

With Business Rate Gard (BRC), you will have access to non-published, discounted prices for your
businass shipping needs. Get discounted business rate prices for Priority Mail® and USPS Ground
Advantage™ postage purchases.

| have read, understand and agree to the terms and conditions.

243



d) Once enrolled, you can select to opt-out of the Click-N-Ship® Business Rate Card by selecting

the Business Rate Card Status checkbox.
e) Once finished, click on Save to save your updated preferences selections.

Click-N-Ship Business Rate Card

Set your preferences for the Click-N-Ship Busineas Rate Card. With thiz agreement, vou're eligible for even lower business prices and other benefits.

Business Rate Card Status

Enrolied! You've agresd to the terms and are currently shipping at lower business prices. If vou'd like to opt out at any time, aslect the option below and save yvour preference

| Opt out of Click-N-Ship Business Rate Card
By opting cut of this agreement, you’ll no longer recaive the lower business prices.

foned

8) Printing Settings Preferences
Specify a preferred label printing format.

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

Print Settings 7

m
(=
=

Specify preferred label printing format.

Print Preferences

Mo Label Printing Preferences are set

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

Print Settings

Specify preferred label printing format.

Print Preferences

Select printing format for your labels.
Lebal Printing Format ()

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

Label Printer Compatible (4 x 6] 1 page shest

Label Printer Compatible (4 x5) 1 page shest

Standard (8.5 x 11) - With receipt, one label per pags
Standard (8.5 x 11) - Without receipt, two labels per pags
Print later at Post Office
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d) Once finished, click on Save to save your updated preferences selections.

Print Settings
Specify preferred label printing format.
Print Preferences

Select printing format for your labels.

Lensl Arinting Format (@)

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

Gened

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

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

M
=
B
X
2
(D
&
»

Hide Postage on Labels Va

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

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

Priority Mail® Cubic

USPS Connect® Local

USPS Connect® Local Mail
USPS Connect® Regional

USPS Ground Advantage™
USPS Ground Advantage™ Cubic
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c) Hide postage preferences by service type by choosing the mail classes you wish to hide
postage displayed on your labels for.

d) Hide postage preferences by address by using the Address Book to add labels to the list
below that you wish to hide postage displayed on your labels for:

e) Click Save to save any changes and set your suppressed postage preferences.

Hide Postage on Labels

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

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

Hide Postage Preferences by Service Type Hide Postage Preferences by Address
Choose the mail classes you wish to hide postage displayed on your labels for: Use the Address Book to add labels to the
1USPS Connect® Local Ii§t below that you wish to hide postage
USPS Connect® Loca Mail displayed on your labels for:

USPS Connect® Regional

USPS Ground Advantage™ I Add From Address Book

B USPS Ground Advantage™ Cubic

Priority Mail®

Priority Mail® Cubic

B Pricrity Mail Exprass® ( e )

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

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

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

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

Purchase Labels on Another Account # Edit P Clear

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

Billing Account

An alternate Payer preference is not set.
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b) To choose an EPS Billing Account of another user, select an account from the dropdown and
select Save Account.
i.  Note, anytime you switch Payer EPS accounts, the label(s) in their Label Manager
and Label Cart will be unique to that specific EPS account.
c) To switch back to using your personal EPS Billing Account, select Switch To My Account.

Purchase Labels on Another Account

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

Billing Account

Selsct Account

95160497 1000013124 -~

Switch To My Account Cancel

(b) (c)
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