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Logging in to your Account

Enter your “Username” 
and “Password”

1

Visit: www.ezy2ship.net
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Create New Shipment

Single
Shipment

Bulk
Shipment
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Create New Shipment > Single Shipment > Local

1

Enter “Sender Postal Code”

2

Enter “Recipient Postal Code”

3

Select “Package / Small Packet”
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Create New Shipment > Single Shipment > Local

4

Enter declared value

5

Enter weight not exceeding 2kg

6

Enter dimensions not exceeding 32cm x 22cm x 6cm
(Max dimensions for this service is 324 mm x 229mm x 65mm)
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Create New Shipment > Single Shipment > Local

7

Select Mail

8

Select Tracked Package
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Create New Shipment > Single Shipment > Local

9

Enter item description 
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Create New Shipment > Single Shipment > Local

10

Fill in Sender Name

11

Fill in Contact Number

12

Fill in Sender email Address

13

Fill in Unit Number
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Create New Shipment > Single Shipment > Local

15 Enter Recipient Name

16 Enter Recipient Mobile Number
(required for SMS notifications)

14 For Retail Customers
Select Drop off at Post Office. Package can be dropped off at any 
Post Office regardless of which Post Office location was chosen.

A

14 For Corporate Customers
Select Self Lodge. Packages can only be dropped off
at SingPost Bulk Mail Centre.

B

Logging in to
your account

Quick Links

Tracked Package User Guide

Single
Shipment

Bulk
Upload

Create
Shipment

Tracked Package User Guide 9



Create New Shipment > Single Shipment > Local

17

Enter Unit Number

18

Read through the Terms & Conditions
before agreeing

* If you are a corporate customer, the payments section will not 
 appear as all shipments are post paid.

Logging in to
your account

Quick Links

Tracked Package User Guide

Single
Shipment

Bulk
Upload

Create
Shipment

Tracked Package User Guide 10



Create New Shipment > Single Shipment > Local

19

Click Print to print out the labels

20

Click Assign to assign the shipment
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Create New Shipment > Single Shipment > Local

19

Select the shipment that has just been created

20 For Retail Customers
Select Self Lodge, drop off at Post OfficesA

20 For Corporate Customers
Select Bulk Mail CentreB
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Create New Shipment > Single Shipment > Local

21 Click Confirm 22 Click Assign 23 Print Manifest
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Create New Shipment > Bulk Upload

1

Upload Shipments File

2

Choose Template
For Retail Customers, "retail_mail_domestic" 
For Corporate Customers, "corp_mail_domestic"
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Create New Shipment > Bulk Upload

3

Download Template

Example:

4

Select the file that you
filled in the details
into and click Upload click PROCEED
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Create New Shipment > Bulk Upload

5

Enter recipient details
and click NEXT
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Create New Shipment > Bulk Upload

6

Choose to print labels
and click PROCEED 
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Create New Shipment > Bulk Upload

7

Select the shipment
created

8

Select Drop off at Bulk Mail Centre
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Create New Shipment > Bulk Upload

9 Click Confirm 10 Click Assign 11 Print Manifest
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