
Mailing Packages via USPS 

 

1.  Go to www.usps.com 

 

 
 

2.  Go to Register/Sign in which is located in the upper right hand corner for the screen. 

 

 

3.  Register if you do not have an account or sign in if you have already created an account. 

4.  Sign in to your account.  Enter your User Name and Password. 

 

 

5.  When you have logged in then you will see the screen below: 

http://www.usps.com/


 
 

 

6.  Click on CLICK-N-SHIP 

 
 

7.  Create a Label 

 The first time you do this, you will have to enter your information.  When you ship 

again, your Return address will automatically populate. 

 



 

SENDING TO:   You can create an address book and pull addresses from the there or you can enter the 

address.   When entering an APO or FPO address it gets a little tricky.  See below. 

 

 

 

 

 

 

 



APO OR FPO ADDRESS ENTRY 

 

 

ENTER A SHIPPING DATE – YOU CAN SELECT A DATE IN TO THE FUTURE – YOU CAN EITHER  HAVE THE 

POST OFFICE PICK UP OR YOU CAN DROP OFF AT THE POST OFFICE.  IF YOU DROP OFF AT THE POST 

OFFICE THEN HAVE THE CLERK SCAN THE CUSTOMS FORM FOR YOU. 

 

 

 

 

 

 

 

 



ENTER PACKAGE DETAILS 

IT IS EASIER TO USE THE PRIORITY FLAT RATE BOXES FROM THE POST OFFICE.   THESE CAN HOLD UP TO 

70LBS.  AND YOU DO NOT NEED TO WEIGH THE PACKAGE WITH THE PRIORITY MAIL FLAT RATE BOXES. 

CLICK THE BUTTON BY “I AM SHIPPING FLAT RATE” (IGNORE THE WEIGHT) 

 

 

ENTER THE VALUE OF THE PACKAGE – UP TO $50.00 INSURANCE WILL BE AT NOT COST.  AFTER $50.00 

INSURANCE WILL BE AT A COST TO YOU. 

 

 

 

SELECT A SERVICE TYPE – CHOOSE PRIORITY MAIL 

 

 

 



AFTER ENTERING SERVICE TYPE, CLICK ON THE BLUE BUTTON – SELECT A SERVICE 

 

 

YOU WILL BE BROUGHT TO THE SCREEN BELOW TO SELECT THE TYPE OF SERVICE.  NORMALLY, WE USE 

MEDIUM OR LARGE FLAT RATE BOXES. 

 

 

ADD INSURANCE AND EXTRA SERVICES.  INSURANCE UP TO $50.00 IS FREE AND USPS TRACKING IS FREE.  

IF SOMETHING CAN’T BE DELIVERED THEN CLICK ON THE RETURN TO SENDER OPTION SO THAT THE 

PACKAGE WILL COME BACK TO YOU. 

 

 



LABEL SUMMARY – CLICK ON THE BLUE CONTINUE BUTTON 

 

 

ENTER PACKAGE DETAILS – CUSTOMS INFORMATION 

SELECT GIFTS AS TYPE OF PACKAGE – ALL OF THE ITEMS SENT TO MILITARY ARE CONSIDERED GIFTS 

CONTENTS DESCRIPTION -  

 

THIS CAN BE TRICKY – YOU MAY HAVE TO PLAY WITH THE ENTERING THE VALUE AND WEIGHT 

 

 



TO ADD ADDITIONAL ITEMS TO THE CUSTOM FORM CLICK ON THE ADD ITEM BUTTON.  ENTER EACH 

GROUP OF ITEMS SEPARATELY. 

 

 

WHEN FINISHED ENTERING THE CUSTOMS FORM - ENTER *AES Exemption – Package ultimate 

destination to APO, FPO, etc…  THEN HIT THE BLUE CONTINUE BUTTON 

 

SHIPPING INFORMATION – ENTER YOUR CREDIT CARD INFORMATION  

YOU CAN ALSO SELECT PAY PAL FROM THIS OPTION 

 

AFTER ENTERING YOUR CREDIT CARD OR PAY PAL INFORMATION HIT THE PAY AND PRINT BUTTON. 

 



PRINT OUT 4 COPIES OF THE FORM – PUT THREE IN THE CLEAR CUSTOMS ENVELOPE AND SAVE ONE 

FOR YOUR RECORDS. 

 

 

HELPFUL HINTS: 

 Include a letter to the person you are sending the package to including your name, 

address and chapter name. 

 Put your return address label on the inside of the box.   

 Put a shipping label with the addressee’s information on the outside of the box in 

addition to the clear shipping label. 

 Keep a copy of the customs form and payment made for your records.  If you set up an 

account then your receipts will be kept online. 

 

 


