
New Library Material Shipping Tool – Training Material – Dec 2025 

A) Library Material Shipping tool landing page 

 

 
 
 
 
 
 
 
 
 
 

 

B) Create a shipment 

Option 1 – From the address Book 

Option 2 – From scratch 

  



C) Entering the Sender’s address information 
 
 
 
 
 
 
 
 
 
 

D) Sender address 

 

   



E) How to enter an address  

 

Option 1 – AddressComplete: auto-populated addresses                        Option 2 – Enter address manually 

                     

 

  

 

 

 

 
  

 
 
 
 

F) Entering the tracking information 
   

LAPRISE, Alexandra
Suggestion for text in 2nd box: 

Enter email Address (Mandatory). An order receipt will be sent. You can also choose to receive delivery status updates for each shipment by selecting the "Send delivery status updates".

You can also enter up to two additional email addresses (e.g., co-worker) where they will be CC'd. 

Recipients can also receive delivery updates.... I can't read the rest as the text is cut off

PERRISSOUD, Nico
I kept the text in the big bubble because it is wording from the actual tool.

LAPRISE, Alexandra
Okay I see, no worries your the expert!



G) How to enter the Recipient information (refer to step “E - How to enter an address”)  

(this section will be pre-populated is you chose the create a shipment from the address book) 

 

 
 
 
 
 
 
 
 
 
 
 
 
 

 
 
 

H) Additional recipient and shipment information 
 

 

 
 
 
 
 
 
 

 
 
 
 

  

LAPRISE, Alexandra
Title name suggestion: How to enter the Recipient information

LAPRISE, Alexandra
Suggestion for text box: Enter destination details such as phone number, email, reference number and cost centre. These are optional but recommended for expense reconciliation.



I) Package type selection 
 

 

 

 

 

 

 

 

 

 

 

 

J) Entering Parcel weight and dimensions (you will only be prompted to enter the weight of your 
item if you chose the “Document” package type option) 

 

 

 

 

 

 

 

 

 

  

  



K) Shipping service selection (libraries only have one shipping service choice) 

 

 

 

 

 

 

 

 

 

 

L) Transaction summary 

    

 

 

 

 

 

 

 

 

 

 

 

  

LAPRISE, Alexandra
Title name suggestion: Shipping service selection (Libraries only have one shipping service choice)



M) Create you shipping label 

 

N) Confirmation screen  

 

  



Appendix 
 
1) How to create a new contact:  

a. from the address book 

 

 
 
 

b. While creating an order 
 
 

 

 

 

 

 

 

 

 

 

 

  

  



2)How to cancel the creation of a shipping label. 

a. 

 

 

 

 

 

 

 

 

b. 

 

 

 

 

 

 

3) Order history  
 

 

 

 

 

 

 

 
 

  

LAPRISE, Alexandra
Title name suggestion: How to cancel a shipment 



4) QR code 

 

 

 

 

 

 

 

 

 

If you have any questions regarding the library shipping tool, please contact: 
ecommerceadvisor@canadapost.ca 

Resources: 

Library Materials - Overview | Canada Post  

mailto:ecommerceadvisor@canadapost.ca
https://www.canadapost-postescanada.ca/cpc/en/support/articles/library-materials/overview.page

