
Step by step SHIPPING guide for mailroom S.M.A.R.T 
System 

 

When shipping a package in S.M.A.R.T: Click on SHIPPING (above Mailing)  

  

Next: Type in your department account number before continuing.  

  

 

 

 

 

 



Next: Add the Sender name in circled area. Can be a name or a department.  

 

Next: enter shipping address (inc. international option) and details including 
name of recipient, company, apt/suite/other, and on occasion you will need a 
phone number as well (so be prepared to have one just in case).  

 

 

 



 

You can also set up notifications by clicking “CONFIGURE NOTIFICATION 
OPTIONS” (circled below). I strongly suggest you do this as this will give you a 
tracking #.   

 

You will get a pop-up message. Type in YOUR work email next to the “3rd Party” 
section and make sure to select each square ⏹ under the 3rd party section under 
notification (AS SHOWN). Then click OK. 

  



 

Next: You will select your package details. You will have a few options here. 

---You can click on “PACKAGE TYPE”. 

 

 

A POP-UP message will come up for you to select your package type. (We do 
have some default favorites that you can choose as well) Then click “OK” when 
done.  

 

The “DEFINE NEW” is for those odd, shaped packages (Ex: cylinder/ tube) or to 
ship media mail.  

 

 

 



This is how Media Mail is to be selected:  

 

SIDE NOTE: There is a possibility, depending on the USPS/ FedEx guidelines, that the 
package size and weight, along with the contents of the package may affect the shipping 
options. If this happens you can call Quadient customer service number for help.  

 

 

You will then PLACE YOUR PACKAGE ON THE SHIPPING SCALE and click “GET 
WEIGHT” or type it in if you must.  

 

---Another option would be to NOT select a package type and just add the details 
(lb, oz, L,W,H,G) 

 



Next: Click “SELECT SERVICE” to choose your shipping time frame and selection. 
This will show shipping costs but keep in mind that they don’t include service 
fees and taxes, if any. *You also have the option to change who will be billed for 
this shipment.  

 

 

Next: You will be able to see the package charges then click “PROCESS 
SHIPMENT” to complete shipping. A shipping label should print from the thermal 
label printer. 

 

 



Sometimes the printer has some sort of disconnect from the computer. This may 
be due to a system update BUT you can print manually.  

If the label doesn’t print right away, click on “TRANSACTION HISTORY” here you 
will see your shipment info.  

 

 

This is an example of how it will look like. 

You will then click on the printer icon to print/ reprint the label.  

 

 

 

 

 



 

 

HELP!! If you ever need to call for help my RingCentral number is on 

the home page, or you can also call the customer service number 
that’s on the “HELP” button section. They are amazing 😊😊 and help a 
ton.  

  

 


