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1. Introduction 

1.1 Purpose of Document 

Click-N-Ship Business ProTM is a desktop software application that allows customers to generate 

and print package labels with the Intelligent Mail® Package Barcode (IMpb). Customers can 

electronically create and submit a shipping manifest, and pay for those packages through an 

electronic payment account with funds automatically debited as manifests are received. This 

document provides the information necessary to begin using the Click-N-Ship Business ProTM 

desktop software application. 

1.2 Intended Audience 

This document is intended for new users of Click-N-Ship Business ProTM. New users can use this 

document as a guide through the process of creating a Click-N-Ship Business ProTM account, 

creating labels, and submitting manifest files to the United States Postal Service (USPS®). 

1.3 Application Overview 

You may download Click-N-Ship Business ProTM via the USPS® Business Customer Gateway 

(BCG). The following software requirements must be met to download the application: 

 Operating System - Microsoft Windows®XP Service Pack 3 or later 

 Processor - Pentium® processor-based personal computer 

 Memory - 32 MB of available RAM 

 Hard Drive - 20 MB of available hard-disk space 

 Rights - Ability to install software  

1.4 USPS® Help Desk Assistance 

Although this guide will help you understand the process of creating labels and submitting 

manifest files, USPS® also has a Help Desk center that will gladly take your call and walk you 

through the process. You may contact the Help Desk at: 

o eVS Help Desk: 877-264-9693 

 Click-N-Ship Business ProTM enrollment and account setup 

 Click-N-Ship Business ProTM software and printer setup 

o E-mail support: eVS@usps.gov 
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2. Business Customer Gateway (BCG) 

Before you can download the Click-N-Ship Business ProTM application, you must have an account on 

the BCG. If you do not already have a BCG account, go to https://gateway.usps.com and click the 

‘Register for free’ button. Information and help for BCG registration can be found here: 

https://ribbs.usps.gov/intelligentmail_gateway/documents/tech_guides/BusinessCustomerGateway

.pdf.  

Once the BCG enrollment is completed and the account is created, go to https://gateway.usps.com 
and log onto the BCG and download Click-N-Ship Business ProTM from the Shipping Services tab.  

3. Click-N-Ship Business Pro 
After you have successfully set up a BCG account, you are now ready to download and begin using 

the Click-N-Ship Business ProTM application. The steps below will guide you through the process of 

acquiring the Click-N-Ship Business ProTM application within the BCG and describe the necessary 

actions for setting up a Click-N-Ship Business ProTM account, creating labels, and submitting 

manifest.  

 

 

  

https://gateway.usps.com/
https://ribbs.usps.gov/intelligentmail_gateway/documents/tech_guides/BusinessCustomerGateway.pdf
https://ribbs.usps.gov/intelligentmail_gateway/documents/tech_guides/BusinessCustomerGateway.pdf
https://gateway.usps.com/
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3.1 Access Shipping Services 

Login to the BCG and select ‘Shipping Services’ from the left panel, as highlighted in Figure 1 

below. Clicking this button will lead you to the Shipping Services page where you can access 

Click-N-Ship Business ProTM. 

 

 
 

Figure 1: Access Shipping Services from the BCG Homepage  
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3.2 Navigate to Click-N-Ship Business ProTM 

Select ‘GO TO SERVICE’ for Click-N-Ship Business ProTM, as highlighted in Figure 2 below to 

access the RIGHT-SIZING YOUR POSTAL SOFTWARE screen. If you previously completed the 

RIGHT-SIZING YOUR POSTAL SOFTWARE screen when you initially enrolled in the BCG, the Click-

N-Ship Business ProTM home page will appear. If you have not yet been approved to access Click-

N-Ship Business ProTM by your Business Services Administrator (BSA), you will see ‘Pending BSA’ 

rather than the green ‘GO TO SERVICE’ button. If this message is shown, you will need to follow 

up with your BSA and have him or her approve you for the service. Click the ‘Manage Account’ 

tab and then Click ‘Manage Services’ and ‘Not You’ next to Click-N-Ship Business ProTM to reveal 

your BSA. 

 

 
 

Figure 2: Click ‘GO TO SERVICE’ on the Shipping Services Page 
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Enter the amount of packages per mailing and Click ‘Continue’ as highlighted in Figure 3 below, 

to access the Click-N-Ship Business ProTM home page.  

 

 

Figure 3: Enter package amount and select ‘Continue’ 
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3.3 Manage Payment Accounts Tab 

Select ‘Manage Payment Accounts’ from the left panel as highlighted by Figure 4 below. Clicking 

this button will lead you to the Centralized Account Processing System (CAPS) home page where 

you can request or link a CAPS Account.  

 

 
 

Figure 4: Click ‘Manage Payment Account’ 
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3.3.1 Create CAPS Account 

Select the correct option for the CAPS Account. You can use an existing CAPS Account or 

create a new account. If an existing CAPS Account will be used, input the account number 

and click the ‘OK’ button. To create a new CAPS Account Click the ‘I need a new CAPS 

account’ button and the ‘Create CAPS Account’ button as highlighted by figure 5 below.  

 

 
 

Figure 5: Click ‘Create CAPS Account’ 
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Clicking the button will lead you to the Create a CAPS Debit Account screen, prepopulated 

with the account information you previously provided as highlighted in figure 6 below. 

 

 

 

Figure 6: Create CAPS Account 
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Input the Bank Transit ABA Number and Bank Account Number (twice) and agree to the 

terms as highlighted in the figure 7 below. Click the ‘Create’ button to submit your CAPS 

Account request.  

 

 

 

 

 

 

Figure 7: Click ‘Create’ to establish a CAPS Account 
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Once you Click ‘Create,’ a Permit Imprint Number and a CAPS Account Number will display 

with a message indicating that the account has a daily spending limit of $500, until the 

account credentials are validated as highlighted in figure 8 below.  

 

 

 
Figure 8: CAPS Debit Account Number 

Once your banking information is verified you will receive a letter from the CAPS Account 

Service Center confirming that your account has been established. Once your account is 

established the $500 daily shipping label restriction will be removed. The bank verification 

process is three to five business days. 
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Click the ‘Continue to CNS BPro Enrollment’ green bar as highlighted in figure 9 below to 

return to the Manage Accounts tab and download Click-N-Ship Business ProTM. 

 

 

 
Figure 9: CAPS Account Complete 
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4. Click-N-Ship Business ProTM Software Download 
Once the CAPS Account is established, the word ‘Available’ will appear in green on the 

Download Client Application tab. Click the ‘Download Client Application’ button to begin 

downloading the Click-N-Ship Business ProTM software as highlighted in figure 10 below. 

 

 

 

 
Figure 10: Click ‘Download Client Application’ 
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Clicking the ‘Download Client Application’ button will display the software install bar. Click 

‘Run’ on the software install bar to begin downloading the Click-N-Ship Business ProTM 

software as highlighted in figure 11 below. The software install bar format may vary 

depending on the browser used. 

 

 

 

Figure 11: Click ‘Run’ to download the software 
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5. Click-N-Ship Business ProTM Account Setup 
Once the download is completed the Click-N-Ship Business ProTM Account Setup screen will display. 

Enter the BCG Username, Password, Permit Number, Customer Registration ID (CRID), and Mailer 

ID (MID). Then enter the Return Address information which will print on each shipping label as 

highlighted in figure 12 below. The Permit Number can be found on the Manage Payment Account 

tab in the BCG and the CRID and MID can be found on the Manage Shipping Locations tab in the 

BCG. 

When you first install Click-N-Ship Business ProTM on a work station the test printing mode is on. 

You can print test labels in this mode with no charge to the account. To turn off the test printing 

mode, go to ‘Edit’, ‘Preferences’ and then ‘Printing and Customs’.  

 

Figure 12: Complete Account Setup 
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If you require multiple return addresses, additional profiles must be created. Profiles not only 

allow a different return address option, but each profile can have preferences, batch print, 

customer forms and other selections specific to it.   

The initial profile is automatically setup during the account setup process and is named profile 1. 

To create additional profiles go to the Order Lookup tab and Click New Profile as highlighted in 

figure 13 below and a New Profile dialog box will display. Type in a new profile name.  

 

 

 

Figure 13: Create a new profile 
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With the new profile name appearing in the Active Profile field, Click ‘Edit’ and then ‘Account 

Setup’. Complete the Return Address information for the new profile as highlighted in figure 14 

below. 

 

 

 

Figure 14: Complete new profile return address 
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6. Click-N-Ship Business ProTM Data Source Introduction 
Click-N-Ship Business ProTM can automate your shipping process by directly communicating with a 

data source. For example, you may maintain customer specific details like company name, address, 

shipping details, etc in a data source such as Microsoft Excel or Access. Click-N-Ship Business ProTM 

can read shipping address data from your database, and depending on the information available 

from your data source, Click-N-Ship Business ProTM will let you automate or select the weight, mail 

class, and optional services. 

 

Click-N-Ship Business ProTM reads shipping address data from your database and uses either:   

 Object Linking and Embedding (OLE-DB): Using OLE-DB, Click-N-Ship Business ProTM can 

connect to Microsoft SQL Server, Microsoft Access, and Visual FoxPro databases as well as 

comma or tab-separated value text files (CSV) and Microsoft Excel files. However, if you 

have some other database type or you use only an Open Database Connectivity (ODBC) data 

source, you may be able to use ODBC to connect Click-N-Ship Business ProTM. 

 Open Database Connectivity (ODBC): To retrieve shipping addresses from your database, 

Click-N-Ship Business ProTM needs a unique ID for the database record. For example an order 

number or invoice number and the shipping address fields. You can customize data retrieval 

by using the Advanced Editor feature, which allows for such things as pulling information 

from multiple tables, mathematical functions, virtual database fields, and many other logical 

functions that can be accomplished with Access, SQL or MySQL. 

For assistance with read and write data contact the: 

 USPS Click-N-Ship Business ProTM Support Center - 5:00 AM to 6:00 PM Pacific Time, Monday 
through Friday 
o Phone:(877) 264-9693 Option 8 
o Email: evs@usps.gov 

 
 

 

 

 

 

 

 



 
 

03/03/2016 Click-N-Ship Business ProTM (CNS BPro) External Guide Page 23 of 40 
© 2015 United States Postal Service®.   All rights reserved. 

7. Click-N-Ship Business ProTM Order Lookup Tab 
On the Order Lookup Tab you can print labels one label at a time. To create a single label on the 

Order Lookup tab, type the recipient’s name in the address field. If Click-N-Ship Business ProTM 

finds a matching name from the Address Book, a list appears from which you can select a name, 

and the rest of the shipping address appears in the address field. 

If this is a new recipient, complete the address field and Click ‘Verify Address’ to verify the address 

is correct and Click the ‘disk icon’ to save the address to the Address Book as highlighted in figure 

15 below. 

 

 

 

Figure 15: Complete Label Address and verification 
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Complete the details of the label by selecting the service, postage, weight and other service 

details if needed. Click ‘Print Label’ as highlighted in figure 16 below to print the individual label. 

 

 

 

 
Figure 16: Click ‘Print Label’ to print individual label  
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By Clicking ‘Print Label' the individual label will display for you to print on your local printer as 

highlighted in figure 17 below.  

 

 

 

Figure 17: Individual Label 
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8. Click-N-Ship Business ProTM Order Address Book Tab 
You can create a custom Address Book in Click-N-Ship Business ProTM from the Address Book tab. 

Click-N-Ship Business ProTM includes a default Address Book of all addresses that are created in the 

Order Lookup tab. 

To review the default address book or create a new address book Click the ‘Address Book’ tab. The 

‘Address Book’ tab will initially display the default address book titled ‘My Addressbook’ as 

highlighted in figure 18 below. 

 

 

 

Figure 18: Default Address Book displays as ‘My Addressbook’ 
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To create a custom Address Book Click ‘Manage’ and the ‘Manage Address Book’ pop-up will 

display. Click ‘New’ and type the name of the new Address Book you want to create as 

highlighted in figure 19 below.   

 

 

 

Figure 19: Create custom Address Book 
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To manage an Address Book select the ‘Address Book’ from the drop-down and use the ‘Add 

Address’, ‘Remove Address’, and ‘Address Verification’ tabs above the listing of addresses as 

highlighted in figure 20 below. 

 

 

 

Figure 20: Manage Address Book 
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9. Click-N-Ship Business ProTM Batch Printing 
You can print shipping labels in batches from the Batch Print tab. The data used in Batch Printing 

is retrieved from a separate data source (database connection). Click-N-Ship Business ProTM will 

retrieve data from CSV Text files, Microsoft Access, Microsoft Excel, Microsoft SQL Server, or 

Visual FoxPro.  

To access a data source for the first time after installing Click-N-Ship Business ProTM go to the 

Batch Print tab and Click ‘Data Source Setup’. The New button will display as highlighted in 

figure 21 below. Click ‘New’ to begin the Data Source Setup wizard that will prompt you through 

the process.  

 

 

 

Figure 21: Create Data Source Setup 
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Once the Data Connections Setup is complete, select the ‘Batch Print’ tab, the records from your 

source data table display in a grid and you are prompted to verify the shipping addresses as 

highlighted in figure 22 below. Click ‘Yes’ to verify your shipping labels.  

 

 

 

Figure 22: Example of a Microsoft Excel data source 

 

All data sources (CSV Text files, Microsoft Access, Microsoft Excel, Microsoft SQL Server, or 

Visual FoxPro) will display records in the same grid format. From the grid you can edit data, set 

default values, sort, and arrange records. 
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To establish a data source after your initial data source setup, Click ‘Data Source Setup’ from the 

‘Batch Print’ Tab and the Batch Print Data Setup dialogue box will display. Click ‘Configure’ as 

highlighted in figure 23 below.  

 

 

 

Figure 23: Batch print configuration 
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The Batch Print Data Map dialogue box will display. Click ‘New’ and the Data Connections Setup 

dialogue box will display as highlighted in figure 24 below. Follow the prompts to setup the data 

source. 

 

 

 

Figure 24: Data Source Setup 
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Once the Data Connections Setup is completed, Click ‘Retrieve’ to retrieve the data from the 

configured data source and Click ‘Yes’ to verify the addresses as highlighted in figure 25 below. 

 

 

 

Figure 25: Retrieve data source records 
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Once addresses are verified the data can be edited and shipping labels printed. To print one 

label, highlight that specific label and Click ‘Print’. To print multiple labels, Click ‘CRTL-A’ to 

select all labels, or Click each label while pressing the ‘Control’ key to highlight the selected 

labels and then Click ‘Print’ as highlighted in figure 26 below.  

 

 

 

Figure 26: Batch print labels 
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10. Submit Manifest 
Once you have created all your labels, a manifest will consolidate all shipping labels created 

under a specific Mailer ID (MID), into one manifest form (Form 5630) that can be provided to 

USPS® to scan and bill. Manifest have a one-to-one relationship with a MID; therefore, the 

manifest will include all labels created under that specific MID.  

To submit a manifest Click ‘Submit Manifest’ on either the Order Lookup tab, Batch Print tab, or 

Postal Log tab and the print option dialog box will display, then Click the ‘OK’ button as 

highlighted in figure 27 below. 

 

 

Figure 27: Click ‘Submit Manifest’ to create Form 5630 
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By Clicking ‘OK’, the manifest form (Form 5630) as highlighted in figure 28 below, will print and 

can be scanned when the mail pieces are picked up or dropped off at the USPS® Post Office. 

You are able to review manifest details from the Postage Log. Click-N-Ship Business ProTM retains 

your Postage Log entries for a specified time period, which you can adjust. Depending on the 

volume of shipments that you process, your Postage Log may consume a lot of memory and 

storage space. Specify the time period (weeks, months, years) that Click-N-Ship Business ProTM 

saves your Postage Log entries in the Preferences Tab under Other Options. 

 

Figure 28: Manifest Form (Form 5630) to accompany mail shipment 
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If a Submit Manifest request is not processed by 9:30PM Pacific Time, Click-N-Ship Business 

ProTM will automatically submit a manifest on all labels created within the last 24 hours at 

9:30PM Pacific (daily). You can view manifest under Tools and Manifest Form History as 

highlighted in figure 29 below. 

 

 

 

Figure 29: Reprint Manifest Form (Form 5630)  
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11. Printer Setup 
Click-N-Ship Business ProTM supports label sizes: 4x6, 4X5, 4x4.5, 4X6.75 Doctab, and 4X8 

Doctab. Most label printers are thermal printers and support Direct Thermal Labels. However, 

refer to your printer documentation for details. 

To setup your printer for Click-N-Ship Business ProTM labels, select Printer Setup from the File 

tab and the Printer Setup dialogue box will display. Complete the printer label specification as 

highlighted in figure 30 below. 

 

 

 

Figure 30: Input data for printer setup 
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12. Help Tab 
Click-N-Ship Business ProTM has an online help section which provides details on how to create, print, 

batch print, and manifest shipping labels. To access the online help from the tool bar, Click ‘Help’ and 

then Click ‘Click-N-Ship Business Pro Help’ as highlighted in figure 31 below. 

 

 

 

 

 

Figure 31: Access Online Help 
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The online help is divided into sections to provide details on account set-up, labels, printing and much 

more. 

 

 

 

Figure 32: Online Help screen 

 


