[ =

LABOR RELATIONS

UNITED STATES ~

POSTAL SERVICE

April 12, 2023

Mr. Ivan D. Butts Certified Mail Tracking Number:
President 7020 3160 0002 0327 5804

National Association of Postal Supervisors
1727 King St., STE 400
Alexandria, VA 22314-2753

Dear lvan:

As a matter of general interest, the Postal Service is changing the process on how retail
offices remit bank deposits. Beginning May 1, shipping labels for Registered Mail bank
deposits will be printed using the Click-N-Ship (CNS) application.

Retail clerks will request and obtain access to the CNS application using the Access
Registration and Identity Services (ARIS) system. The CNS Registered Mail shipping
label will be applied to the bank deposit bag along with Registered Mail Label 200-N.
An acceptance scan will be performed with a Mobile Delivery Device - In-Office (MDD-
IO) or Intelligent Mail Device (IMD) scanner, at which time, the bank deposit will be
ready for dispatch.

Enclosed are the following documents:

. Bank Deposit Preparation Quick Reference Guide
. Creating Administrative Shipping Labels Using Click-N-Ship — User Guide
. ARIS User Access Request Quick Steps Guide

Please contact Dion Mealy at 202-507-0193 if you have any questions concerning this
matter.

Sincerely,

Shannon Richardson
Director
Contract Administration (APWU)

Enclosures

(CA2023-075)
475 L'EnFant PLaza SW
WasHingTon DC 20260-4101
WWW,USPS,COM



PREPARING DEPOSIT TICKET
Prepare the unit’s daily deposit using the following procedures:

BANK DEPOSIT PREPARATION QUICK REFERENCE GUIDE —_—_

= The preparer (and a witness, if available) must count and verify the bank deposit and sign the deposit ticket. Both individuals must independently verify the
accuracy of the deposit to ensure proper preparation. Note: If no witness is available, leave the Witness Certification line blank on the deposit ticket.

= All amounts must be included and clearly written on the deposit ticket, including the Currency by Denomination, Total Cash, Total Checks & Money
Orders, and Grand Total. Use a calculator to ensure accuracy of the amounts. Accurate math is a MUST on deposit tickets and any errors will result in a
banking expense being issued to the unit. Verify the Grand Total matches the deposit amounts (AICs 751+752) reported on PS Form 1412,

= Complete all sections of the two-part deposit ticket for every deposit. Send the original (white copy) to the bank and keep the other copy at the unit. If you
make a mistake and enter something incorrectly prepare a new deposit ticket. Write the Registered Mail Number on the deposit ticket (both copies).

DO NOT send in a torn or un-readable deposit ticket and DO NOT use a Xerox copy of a deposit ticket.

= NEVER borrow a deposit ticket from another unit. If you do, your deposit will be
credited to the other unit. Use the Temporary Deposit Slip (click here) if
needed until an order of new deposit slips is received. OLD deposit tickets and

stamps MUST be destroyed immediately if any unit or bank details change. i

oatE Write Registered Mail Number (both copies) CURRENCY DOLLARS  [CENTS

\ X $100

= DO NOT make a bank deposit for less than $100. EXCEPTION: Check items

SIGNATURE

(such as checks, money orders, traveler's checks, etc.) must be deposited within

five business days — even if the total deposit is less than $100.

= [fthere are no deposits for the day, follow the procedures in Handbook, DM-902,
Procedures for Handling Registered Postal Bank Remittance Mail-Contents,
Chapter 2, “Procedures for Preparing a Postal Bank Remittance for Mailing.”

SIGNATURE

PLEASE PRESS FIRMLY
DeposLink™
DEPOSIT TICKET

USPS UNIT ID 0123456789
TOPEKA MDC

o 2-2 Registered Mail Pouch Dispatch Procedures

REGISTERED NUMBER X 520
CHECKS AND OTHER ITEMS

VERIFIER CERTIFICATION Su

E

C20E AN
COLLECTION AGREEMENT

WITNESS CERTIFICATION CalN

TOTAL CASH

TOTAL CHECKS

4
MONEY ORDERS

FIRST NATIONAL BANK OF OMAHA

GRAND TOTAL ﬁ

*0123L55789* 12000000000 375 0L 928w (123)

e DA

o 2-2.3 Procedures for Preparing the Pouch Contents Bill for Registered Mail _ as e, | a D
Articles Without a Remittance _ _ _ _
o 2-2.4 No Registered Mail Articles and No Remittance (NIL-BILL) UNITID  UNIT ID Number Bank Name _
PO Name !
Note: DO NOT include a “NIL-BILL" in the tamper-evident plastic deposit bag. Transit Number  Account Number Tran Code
PREPARING CHECK ITEMS _ PREPARING CURRENCY

1. Endorse the back of check items (checks, money orders, traveler's checks, etc.) using RSS or a rubber stamp.
Endorsement includes:

o USPS
o “For Deposit Only” and unit name
o Bank account number
o 10-digit unit ID (6-digit finance number + 4-digit unit ID)
2. Include a single, system-generated list or adding machine tape, showing the value of each check item.

3. Place the list or adding machine tape on top of the bundled check items and bind the WHOLE deposit together
with one rubber band. DO NOT use paper clips, staples, or adhesive tape. Also, DO NOT “roll" the deposit. If
there are few deposit items and a rubber band will cause the items to “roll’, then use a paper clip.

4. Write the total of all check items on the deposit ticket under Total Checks & Money Orders.
Note: DO NOT include blank money orders, voided/spoiled money orders or bait money orders in the deposit.

1. Arrange the bills face up, in the same
direction, by denomination. DO NOT put
coins in the bag.

2. Write the total amount of cash being
deposited — break down and total by
denomination, then enter the total amount
under Total Cash on the deposit ticket.

3. Write the total amount of cash plus check
items under Grand Total.

Note: Only one deposit per plastic bag. The
deposit ticket must equal the funds included in
the tamper-evident deposit bag.

Reference: Handbook, F-101, Cash Management, Chapter 9, or visit MyAccounting a self-service portal to search Online Accounting Help or open an Incident with the Accounting Help Desk
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BANK DEPOSIT PREPARATION QUICK REFERENCE GUIDE e

PREPARING AND DISPATCHING YOUR DEPOSIT

Preparer (and witness, if available) assemble these items for the deposit (in order):
= Deposit ticket — place the completed deposit ticket on top. ALL sections MUST be completed.
= Check (non-cash) items — place, with a list of amounts included on top (system-generated or adding machine tape), under the deposit ticket.
= Cash — place under check items (arrange the bills face up, in the same direction, by denomination).
= Bind all items together with one single rubber band (or if there are few items that would cause the stack to roll, use a single paper clip).
=  Only ONE deposit per each plastic bag. DO NOT put two deposits in the same plastic bag. DO NOT separate one deposit into two separate plastic bags.

o If your deposit is too large for one deposit bag, then create two deposits with two bags. Note: The deposit ticket enclosed in a bag must only be
completed for and match exactly the portion of the deposit that is in that bag.

Example: Deposit Total for the day is $10,000 and it doesn't fit in one bag. Following the above steps, create two deposit tickets: one deposit ticket for $6,000
(grand total line of ticket #1) and the other for $4,000 (grand total line of ticket #2). DO NOT combine amounts or totals of the two bags. A deposit ticket MUST
equal ONLY what fits in one bag. The bank will process both deposits and Accounting Services will credit the combined total to your unit finance number.

Follow these steps to prepare and dispatch the tamper-evident plastic bag for remitting a bank deposit:

1. Prepare and attach a Click-N-Ship® Registered Mail™ label addressed to the Bank in the space provided on the bag.
Note: Instructions how to create a label may be found under Resource Guides on the Shipping Products page.

a. Make sure the return address is included on the Click-N-Ship® label.

b. Date-stamp the label with the unit’'s round-dater. Make sure the date stamp is legible in case the deposit ticket is separated from the bag
during processing.

2. Attach a Registered Mail™ Label 200-N in the space provided on the bag. Complete a PS Form 3806, Receipt for Registered Mail™, and file it locally.
3. Enter the Registered Mail™ article number from the Click-N-Ship® label in the Register Dispatch Book (PS Form 3854 or 3854-A).
4. Place the deposit ticket, list of check items, check items, and cash in the tamper-evident bag, DO NOT include any other documents.
5. Seal the bag: (a) Place the label side of the bag facing up, fold the tamper-evident flap away from the white strip underneath. (b) Remove the white adhesive
cover strip. (c) Press the tamper-evident flap against the adhesive on the back lining of the bag.
6. Made a mistake leaving item(s) out of the tamper-evident bag, etc.? Prepare a NEW bag; do NOT open/reseal or attach items to the outside of the bag.
7. Perform an Acceptance scan on the Registered Mail™ barcode embedded in the Click-N-Ship® label Using a MDD-1O or IMD scanner if available, or other scanner

if a MDD-10 or IMD scanner is not available. Choose First Class as the Product Code. Enter the bank ZIP Code as the Destination ZIP Code.
8. Dispatch the tamper-evident plastic deposit bag containing the bank deposit in a numbered, sealed pouch with the other Registered Mail ™.
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Reference: Handbook, F-101, Cash Management, Chapter 9, or visit MyAccounting a self-service portal to search Online Accounting Help or open an Incident with the Accounting Help Desk
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POSTAL SERVICE » Click-N-Ship Shipping Labels for Administrative Use
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UNITED STATES : . o e e
POSTAL SERVICE » Click-N-Ship Shipping Labels for Administrative Use

Objectives

Create administrative shipping labels through the Click-N-Ship® (CNS) application that
includes an Intelligent Mail package barcode (IMpb)

View shipping history to track all Click-N-Ship G-10 Shipping Labels created by user account

Discontinue usage of G-10 shipping labels 41 and 101V that do not contain an IMpb

Assumptions

You will use Priority Mail (PM), Priority Mail Express (PME), Parcel Select Ground, or First-
Class Package Service - Retail for your shipment.

You have an ACE ID and Password

You have a printer and self-adhesive label paper or regular paper with tape. If using regular
paper, ensure the tape does not cover the Intelligent Mail package barcode.

Requesting Access

Request the “CARP G-10 User” access to Click-N-Ship G-10, in Access Registration and
Identity Services (ARIS). Once your access has been approved, you will use your ACE ID
and password to log into the Click-N-Ship application at:
https://cns-b.usps.gov/g10/index.html.

Page 2 of 19
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Example of Click-N-Ship Shipping Label and receipt
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UNITED STATES . | Lo i :
POSTAL SERVICE Click-N-Ship Shipping Labels for Administrative Use

POSTAL SERVICE =

Log in to Click-N-Ship (CNS)

Step 1 - Navigate to the Click-N-Ship G-10 application using the following URL:
e https://cns-b.usps.gov/g10/index.html
e You can save this URL to your favorites file
» The Click-N-Ship G-10 application can only be accessed through the URL above
e Chrome is the preferred internet browser for Click-N-Ship

O & viont cwtiaeg x4

= O W

EJUSPSCOM

Step 2 — Log in to your account
e Log in using your ACE ID and Password

CNSv2 Internal Shipping Login

- = Username
- &  Password

Eorgot username or password?

Page 4 of 19



UNITED STATES
POSTAL SERVICE «

Click-N-Ship Shipping Labels for Administrative Use

Return Address Set Up

Once you sign in, you will be on the Click-N-Ship G-10 homepage.

Here you have the choice to:
e Create A Label — Create individual labels manually

View Shipping History — View past label purchases, track labels, etc.
View Cart — View labels added to cart that are ready for purchase/printing

T o
[¥]

CeeneSroppng . x|

Q
o 3§
i

cns-buspgov

Click-N-Ship®

1
Create s Label / Shipping History \-
Cart

Welcome to Click-N-Ship V2 Internal Shipping! How would you like to begin?

o, i

Create A Label View Shipping History View Cart
Creale individual labels manually View your past label purchases. View labels you have addad to your
within our improved creation piocess. track in progress labels, and more

carl previously and aie ieady for
purchase,

The first time you sign in, you need to ensure that your return address, email address and
phone number are listed correctly. To do this, select the “Create A Label” tab

L=]
&

Click-N-Ship®

‘p
Create aLabel /[ Shipping Histery e
Cart

Welcome to Click-N-Ship V2 Internal Shipping! How would you like to begin?

D ol

View Shipping History

View Cart

Page 5 of 19



UNITED STATES , L SR TR
POSTAL SERVICE - Click-N-Ship Shipping Labels for Administrative Use

If the sender details listed are not correct or need to be updated, you will need to edit this
information. To edit, navigate to the lower right corner and select “edit”.

e a & te « 14
EUSPSCOM Q
Click-N-Ship® Crestenisne / Snpemg Hestory \'rl‘f,

Enter Recipiant Dotails

vk Informateon Bhoul 1he delvery scckess baiow Fecipsant nicrmation »

Edt /S

Here you can edit any information that needs to be updated. Including Name, Company, suite,
and/or ZIPCode.
Once your information has been updated, select save to continue creating a label.

B=USPSCOM

cfl‘:k-l“l-sl"ll[{)O Crestealsbel / Shipping Mistary

Cart

Create a label h 4 t shed.
RS o do Gart uhen fnshed

Step 1: Enter Recipient Details Sender Details

Plzasa provida information aboul the delivery address below. Hecipient Information is “First Nama Ml “Last Hamy
raquirad belore selecting pachage services. Tremhavma ‘ N Harie [
Fast Hame v Last pame i =
e mmeel= Fe=ammant (e - . Company

usPs }
Gamzey - —_— e
"' SR ABIRSS Apteae

4751 Entant Plasabids I | [
Streat Aadrawy Aolsum

ity “State TP Sok™
Wastangion | I Distrest of Cobuv | | 20282

ey suate W Code™

Selzct 3 state, - >
= I
() Status Nothcations: OFF s
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UNITED STATES

POSTAL SERVICE - Click-N-Ship Shipping Labels for Administrative Use

NOTE: The sender address is based on your eAccess profile. It will reset the address
each time you log into the CNS G-10 application. If you would like to change the
address permanently, you would need to log into your eAccess account and update
your profile address.

https://leaccess.usps.gov/ords/eaccessnp/sso_std.sso welcome

Welcome to eAccess

eAccess is your portal for resetting your password and requesting applications and resources in the Postal Service.

Important Information Application Access

To access eAccess, users should login with their ACE account. | Enter Application I

Reset ACE Password
Reset Database Pazsword
Rezet Unix Password
Unlock Mobile Device

Reoagit ta you by foformation Technafagy

If you need assistance,
please click here for help.

Restricted Information
WARNING! FOR OFFICIAL USE ONLY
This is a U.S. Government computer system and is intended for official and other authorized use only. Unauthorized access or use of this system may subject
vielators to administrative action, civil, and/or criminal prosecution under the United States Criminal Code (Title 18 U.S €. ? 1030}. Al information on this
computer system may be moniored, intercepted, recorded, read, copied, or captured and disclosed by and to authorized personnel for official purposes,
including criminal prosecution. You have no expeclations of privacy using this system. Any authorized or unauthorized use of this computer system signifies
consent to and compliance with postal service policies and these terms.

Page 7 of 19
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Create a Label

Step 1: Enter Recipient Details (or Delivery Address).

Complete your recipients First Name, Last Name, Street Address, City, State and ZIP Code.
Additional fields include Company name and Apartment/suite number.

*The address book function will be included in a later update to the Click-N-Ship application.

Click-N-Ship®

Create a label below. Add to Cart when finished.

Step 1: Enter Recipient Details

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

First Name M.L Last Name
\ |
Company
Street Address Apt/Suite
|
City State "ZIP Code™
, Select a state. v ‘ ,

Status Notifications: OFF

Page 8 of 19



UNITED STATES
E Click-N-Ship Shipping Labels for Administrative Use

POSTAL SERVICE =

The button below recipeint details, Status Notifications, has an additional option to notify the
sender of the incoming package. This will send your recipient an email notification or SMS text
message. You may choose one or both methods by entereing the recipient’'s email address or
mobile number in the appropriate field and selecting the corresponding check mark for the type

of notification.

City State *ZIP CGode™

Select a state. v J ‘

‘:) Status Notifications: ON

Please confirm or enter the recipient's contact information.

Phone for SKIS Text Messages
Email Phone

Select what types of updates you'd like to send to the recipient.

If notifications are turned on for the recipient, these will be the default selections. You
will be able to edit the selections during label creation.

Email Text

All Below Updates

Privacy Act Statement:

Your information will be used to provide customers with information about the status of
mailings within the USPS network. Collection is authorized by 39 U.S.C. 401, 403, and
404. Supplying your information is voluntary, but if not provided, we may not be able to
process your request to furnish package tracking status updates. We do not disclose
your information to third parties without your consent, except to act on your behalf or
request, or as legally required. This includes the following limited circumstances:
Incident to legal proceedings involving the Postal Service; for law enforcement
purposes; to a congressional office on your behalf; to agents or contractors when
necessary to fulfill a business function; to a U.S. Postal Service auditor; to labor
organizations as required by applicable law; to government agencies in connection
with decisions as necessary; to agencies and entities for financial matters; and for
customer service purposes. For more information regarding our privacy policies visit
www.usps.comy/privacypolicy.

Page 9 of 19
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Step 2: Select Your Service and Package Type. This is where you select your shipping date,
shipping service, and package type.

a. Select the shipping date for your package. Choose the calendar icon to the right to
choose your shipping date. You may choose up to 3 days from the current date. Please
note whichever date you select should be the actual day you plan to drop the package
off or have it picked up.

Step 2: Select Your Service and Package Type

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

Shipping Date

Choose a date up to 3 days from today.

01/27/2023

Choose Your Package Type
© usSPS® Flat Rate Packaging

Choose your own box

Select Your Service and Package 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 package?

Select a Service -

View Package Types

To view package types, sender and recipient ZIP codes are required along with a service selection.

Page 10 of 19
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b. Select the package type for your shipment. You can choose to ship with USPS flat rate
packaging or by package weight using your own box. If you are not shipping flat rate,
you will need to enter the weight of the package, pounds (Ibs) and ounces (0z).

Choose Your Package Type
USP5@ Flat Rate Packaging

o Choose your own box

If the weight you entered is less than the actual weight of the package, the Post
Service ™ will require additional postage either at the time of mailing or delivery.

“Please enter your total package weight

Enter a value of 0 or higher for pounds and ounces.

DY D

] This package has a dimension measuring over 12°

Do any of the below characteristics apply to your package?

If multiple apply, please select one. Otherwise. choose None,

’ None 2 ‘

c. Select the service type for your package. You can choose between Priority Mail,
Priority Mail Express, Parcel Select Ground, and First-Class Package Service

Select Your Service and Package 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 package?

Select a Service -
Priority Mail® 1-3 Day Delivery | Starting from $8.00
Priority Mail Express® 1-2 Day Delivery | Starting from $27.25
First-Class Package Service® 2-5 Day Delivery [ Starting from $4.80
Parcel Select® Ground 1-2 Day Delivery | Starting from $7.47

Page 11 of 19
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Once you select the service, click the “View Package Types” button. Click-N-Ship displays all
available package types based on the mail class selected. You can toggle between Priority
Mail, Priority Mail Express, Parcel Select Ground, and First-Class Package Service-Retail.
Depending on the weight and other characteristics that were entered in the previous steps,
some options may not be available.

If you opt to use “Flat Rate” packaging, make sure that you make the correct selection based
on the packaging of your shipment.

I View Package Types ]

Prices is based on shipping a from ZIP Code™ 20260 to 20260 on 01/26/2023.

Package Type Scheduled Delivery Price

Priority Mail® Flat Rate Envelope $5.65
120027 x @172 Per Label
Priority Mail® Legal Flat Rate Envelope $9.95
15" x 9-1/2" Per Labe!
Priority Mall® Padded Flat Rate Envelope $10.40
12-12" X 9142 Per Label
Priority Mail® Smail Flat Rate Envelope $9.65
& x 10 Par Label
Priority Mail® Window Flat Rate Envelope $9.85
5T x0T N2 X @12 Par Label
Priority Mail® Small Fiat Rate Box $10.20
548 x B3 X 1-58 Per Label
Priority Mail® Medium Flat Rate Box $17.10
11°%x8-172° 5172 (1358 x 11.7/8" x 3-38 Per Label
Priority Mali® Large Flat Rate Box $22.80
23-11167 % 11-34° k3 12 12 X 12 147 X6 Per Label

Don't see your Package Type? Update yowr Shipping Date, Package Type, and Service

Type to see other options.

Page 12 of 19
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Step 3: Content Details
This section is optional.

‘Item Details” allows you to enter package information to identify your shipments to keep for
your records. It can be viewed in the shipping history section of your account.

“Package Details” allows you enter the package value if you wish to purchase/add insurance
more than what is included.

Priority Mail Express and Priority Mail packages automatically include $100 insurance. The
option to insure your package for the entire value will display depending on what you entered
as your package value. You will also have the option of adding Signature Confirmation or
Adult Signature, including the Restricted Delivery options for both.

Step 3: Content Details

The fields below are optional. Provide any information about the package contents that you
wish.

ltem Details
If you'd like to add items, use the fields below.

ltem #1 - Remove Item
Item Description item Ibs Iltem ozs

l ‘ Ibs

‘ 0z

ltem Value ary

: |

+ Add ltem

Package Details

Package Value

$ 0

Enter a value up to and including $5,000.00

Page 13 of 19



UNITED STATES
POSTAL SERVICE

Click-N-Ship Shipping Labels for Administrative Use

Once you have made all of your package options, you will see them displayed in the “Label
Summary”. This shows the mail class and any extra extra services selected. From here, you

can Add to Cart to finalize your transaction.

Package Details

Package Value

S

Enter a value up to and including $5,000.00

Step 4: Select Extra Services
Please select any extra services you would like to add to this label.

additional insurance can be purchased to cover the balance.

Insurance

None

© Insurance

Signature Services

None

© Signature Confirmation
Adult Signature 21 or Older Required ®
Adult Signature Restricted Delivery 21 or Older @

Additional Services

Registered Mail

Priority Mail covers up to $100 of the package value. For packages with a value over $100,

Free

§9.05

$9.35

$15.90

Label Summary

Priority Mail® Flat Rate Envelope $9.65
USPS Tracking Electronic Free
Insurance Free
Signature Canfirmation $3.25
Total $12.90

Page 14 of 19
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POSTAL SERVICE = Click-N-Ship Shipping Labels for Administrative Use

Once you add a label to your cart, you are taken to the Shipping (Label) Cart. This displays
the information for any labels you have created. Here you can choose to edit or remove labels
from the Shipping Cart. There is also the option to create a New Label.

If all the information is correct for your label(s) and you do not need to create any additional
labels, select Pay Now.

2 r
Click-N-Ship® CreateaLabel / Shipping History E.n
al
Label Cart {2)
Remove
[ shipDate Recipient Service and Package Package Details Package Services Price
102 [:l 01/27/2023 Helena Stevens Priority Mail Flat Rate Envelope Flal Rate Envelope $9.85
# Ecit x:sl-rﬁ:?rrgupﬁ:s‘;gaeo Aerree sy
= 5 Signature Confirmation $3.25
X Remove USPS Tracking Electronic Free
Total Label Cost $12.20
2af2 [0 oir24/2023 Catherine Knox Priority Magil Flat Rate Envelope Flat Rate Envelope $9.65
'. Edit g: I;:EI:Z:_NTNPLZ SW B Insurance Free
o = SN0C 2020 Registered Mail §15.90
X Remove USPS Tracking Electronic Free
Total Label Cost $25.55
3 Remove All Order Total: $38.45
A ——
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UNITED STATES

POSTAL SERVICE = Click-N-Ship Shipping Labels for Administrative Use

Once you select select Pay Now, you will be taken to the Payment Confirmation screen.

This screen displays:
e Order Number
e Order Total
e Print Label Options
e Save Label Option

o
Click-N-Ship® Crstmatatel 7 Sppnghimeny ¥

Cary
Thank you for choosing the United States Postal Service™,
Payment Confirmation
ai FE}#-!#.—ECFF,'HB}AE T8-EGISBEA4T2FD

301541 lmbatn

Print Your Labais

You have uAtil 11:58 PM Ceniral Tisse of the Ship Dale 10 prm this label.

11) - Wdabout el tad laEsds dar Dags -

Downloed Adobs Readar >

Smve as PDF
E Sk Dago Recipiani Seriica and Package Package Dotaiz Label Numbor
[ eevase2 Jane Dov Briarity Mail Expres Standard Packaging 8 s
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UNITED STATES
POSTAL SERVICE &

Click-N-Ship Shipping Labels for Administrative Use

Shipping History

The Shipping History tab allows you to view labels that you've created in the past. You can

search by date for:
e Alllabels
¢ Pending transactions
e Name/Company

e Transaction number or label number, and

e Refund transactions

Depending on your selection in the Search By drop down, you'll have different inputs for your

search criteria.

Create a Label /[ Shipping History -c-

Datz + 3 days

Click-N-Ship®
History
Account
Search by Transaction Numze: Lsbel Number
All Labels ~ J [ | —l

EEn] -

Showing Results 1-1 of 1

Export

A

Date { Order $

Select labels from the table below by checking the corresponding checkbox for actions to appear. Then choose an action.

Shipping Address {

A

ooo4

Results per page

Service Type & Label { Shipped { Label Delivery $ Status { Gost
1 D 01/23/2023 fda803-1173-44e8-aaba- Helena Stevens PH-FRE 9407830109355000000013 No Mot Shipped Account $12.90
bOBebchE667eb 475 LENFANT PLZ SW Charged

WASHINGTON, DG 20260-

Label(g) Total (1): $12.90

Page 18 of 19



UNITED STATES
POSTAL SERVICE =

Click-N-Ship Shipping Labels for Administrative Use

When you select the label, additional options to choose from for the label selected:

e Track
e Print
e Save as PDF

Showing Results 1-1 of 1

Select labels from the table below by checking the carresponding checkbox for actions to appear. Then choose an action.

1 Labels Selected: Choose an action from the dropdown menu. | Select Action v
Track
Print
Save as PDF
Date £ Order 2 Shipping Address { Service Type £ Label £ Shipped { Label Delivery £ Status £ Cost £
1/23/2023 fda80fb3- Helena Stevens PM-FRE 9407830109355000000013 No Not Shipped Account $12.90

1173-44e8- 475 LENFANT PLZ SW Charged

aaba- WASHINGTON, DC

b9e5c56667eb

20260-0004

If you need tracking information for a label, select the Track option. This will take you to the
USPS Tracking application on USPS.com. You can also copy and paste the label into our
internal Track and Confirm site.

Find USPS Employee Info

Phone Directory More Search Optlions
Last Name:

First Name:
L o]

Select Type of Search

| —

LEY

Locate Post Office by Delivery Address

|ZIP+4 Code by Address

Select Timeframe

Recent ltems @ Over 45 Days Old O

Enter item Number Go

Browse By More Forms Options
Form Mumber
0-999
1000-1999
2000-2999
3000-3999
4000-4999
5000-5999
6000-6999
7000-7999
8000-8999
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UNITED STATES
POSTAL SERVICE.
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ARIS Release User Guide



Select Users

Firnd aned seiect ieones Sor shim yos wind bo inanage accers

AR n] —

o

Figure 3.1

3. In the search bar, type in your Ace ID. Then click the magnifying glass icon to display search results.
(Fig 3.1)

Select Usars 2 Manage Accaes

Find and peiec 500 Jor SOOI, You W8T 43 S0tege Ao

ACE ID HERE n T ~

Figure 4.1

4. Click on the Checkmark Icon to select your user identity, and then click Next (Fig 4.1)

A Note: The Checkmark Icon will turn Green when selected; then the Next button will appear.



faris

1 Select Users 2 Wanage Accesy

b T N B e v v b

Figure 5.1

5. Type the name of the application in the search bar (CARP), then click the magnifying glass icon to
display search results. (Fig 5.1)

@ ARISFSC CARP G10 Administrator

2 Read more

Type Sod  Dwner ARIS TS5 CARF
@ CARP G0 Adminisvator

=3 Read more

= Owner RS TICCARESIAcmasTRY

~ CARP G10 User o
Type: Fo=  Ownsr ARIS S50 iR
Figure 5.2

6. Click the checkmark icon on the correct application access role type (CARP G10 User), then
click Next (Fig 5.2)

A Note: A short description of each application role type is listed under the checkmark icon; this can
assist you with determine which role to select. If you are still unsure of which role to select, please reach
out to your management team for further assistance.

® = Do not select ARIS FSC CARP Administrator or CARP G10 Administrator user roles



1 Select usary 2 Manage Accass 3 R--Tinn- o mn ¥

Figure 6.1

7. Click Submit after reviewing your request. (Fig 6.1)



