


 

 

Step 2: Enter package information. 

 

Weight: Enter the weight of the package. 



 
 

Step 3: Select shipping service 

^ĞůĞĐƚ�ƚŚĞ��ĂƌƌŝĞƌ͕�^ĞƌǀŝĐĞ͕�ĂŶĚ�WĂĐŬĂŐĞ�dǇƉĞ͘�EĞǆƚ͕�ƐĞůĞĐƚ�ƚŚĞ�͞ZĂƚĞ͟ button in the bottom right corner 

to see the price. 

 

 

TŽ�ĐŽŵƉĂƌĞ�ƌĂƚĞƐ�ĂŶĚ�ƐĞƌǀŝĐĞƐ͕�ƐĞůĞĐƚ�͞�ĞĨĂƵůƚ͟�ŝŶ�ƚŚĞ��ĂƌƌŝĞƌ�ĚƌŽƉ�ĚŽǁŶ�ĂŶĚ�ƚŚĞŶ�ĐůŝĐŬ�ƚŚĞ�ƌĂƚĞ�ďƵƚƚŽŶ�

in the bottom right corner. This will give you a list of available services sorted by price. Select the service 

you would like to use. 

 



 

 

Step 4: Print label 

Click the print button in the bottom right corner. If the button is not green, you are missing some 

required information. 

If you selected ͞^ŚŝƉ���WĂĐŬĂŐĞ͟�ǇŽƵ�ǁŝůů�ƌĞĐĞŝǀĞ�Ă�ůĂďĞů�ƚŚĂƚ�ǇŽƵ�ĐĂŶ�ƉƌŝŶƚ�ĂŶĚ�ƚĂƉĞ�ŽŶ�ƚŽ�ǇŽƵƌ�ƉĂĐŬĂŐĞ͘ 

/Ĩ�ǇŽƵ�ƐĞůĞĐƚĞĚ�͞ZĂƚĞ�ĂŶĚ��ƌĞĂƚĞ�Ă�ZĞƋƵŝƐŝƚŝŽŶ͟�ǇŽƵ�ǁŝůů�ƌĞĐĞŝǀĞ�Ă�ďĂƌĐŽĚĞ�ƚŚĂƚ�ǇŽƵ�ĐĂŶ�ĂƚƚĂĐŚ�ƚŽ�ǇŽƵƌ�

package and send to the Mail Center to finish processing.  

 

 


