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ADDRESS LABEL TEMPLATE



UPPERCASE TEXT



ADDRESS LABEL



ADDRESS LABEL W/ MAILER ID



MAILER ID (continued)



MAILER ID (continued)



MAILER ID (continued)



MAILER ID (Continued)



MAILER ID (continued)



MAILER ID (continued)



MAILER ID (continued)

� Type library’s address

� Paste Mailer ID 

� Copy & past entire “to” address into remaining

� Save into specific folder



IMPORTANT REMINDER

Since the record will already be updated on 

OCLC, then the request needs to be routed to 

“Item Shipped” in ILLiad.



INTELLIGENT MAIL BARCODE 

How can I get one of those intelligent 

mail barcodes tailored to our library’s 

address? 





Mailer ID

Mailers requesting an MID can go to 
http://www.usps.com and select the Business 
Customer Gateway located on the bottom right 
corner of the web page.  New users will need to 
register (BRM permit holders who previously 
used usps.com to produce camera-ready 
artwork can use the same user name and 
password).  After successfully logging onto the 
Business Customer Gateway, select the "Mailer 
ID" link to obtain an MID.









PACKAGING POINTERS



Reusing a bag or box?  Don’t forget to repair any 

areas that need attention    



* Address labels readable from 30 inches away

* Not easily smeared

* Contain a ZIP Code™





Use of Staples

Use packing tape to seal – please NO staples.  



Image from http://librarianheygirl.tumblr.com/



USPS

Click-n-Ship

� Create own account

� Pay by credit card

� Generate label

� Address saved in system

� Postage paid

� Some tracking available

� Add insurance

� Variety of mailers

� Mailers free

� E-mail notification

� Not for Library Rate



International Shipping

*  Click–n–Ship creates the shipping label AND the customs form 

(how great is that!)

*  Not using Click – n – Ship?    2 different custom forms

*  Canada – wording on package



LOOK FAMILIAR???



LOST PACKAGE???
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� Dave Granlund editorial illustrations & cartoons             

www.davegranlund.com

� Librarian Hey Girl 

http://librarianheygirl.tumblr.com/

� The United States Postal Service

https://www.usps.com/



??? QUESTIONS ???
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