
 
 

 

Click and Send guide for eBay Flat Rate Satchels  

How to: 

1. Signing up and linking your eBay.com.au account 

2. Printing and Paying for labels 
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Signing up and linking your eBay account 

Step 1 

Go to https://www.clickandsend.com.au/login/ebaylogin.epl 

Start the sign up process by clicking the Sign up button on the left side of the page. 

 

  

https://www.clickandsend.com.au/login/ebaylogin.epl


 
 
 

 3 

© eBay Inc. 

Step 2 

To become a registered user, enter the appropriate name, address and contact details in the light grey “Your Details” panel on 
the left of screen, making sure the pink-shaded fields with an asterisk are completed.  

 Enter all relevant account information into the dark grey panel on the right. This section also enables you to create your 
username which will be used for all future logins.  

 When this has been completed, click the Terms and Conditions button and review the full terms and conditions.  

 Now click Submit to move to the next page. 
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Step 3  

 Next, you will be prompted to link your eBay Account with Click and Send. To link your accounts select the Link with eBay 
button and follow the prompts.   

Please note: you will only need to complete this registration process once. 

 Once you have linked your accounts, sign into eBay.com.au and click I Agree. You will then be redirected back to Click and 
Send to Finish the process. 
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Creating a Domestic Postage label for your satchel 

Step 1 

Once you are a registered user, logging into Click and Send is easy! 

 Go to https://www.clickandsend.com.au/login/ebaylogin.epl 

 Enter your Username and Password into the “Sign in” section in the light grey box located in the centre of the home page. 
Then click Login. 

 

  

https://www.clickandsend.com.au/login/ebaylogin.epl
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Step 2 

If you are ready to start and want to create an item to send, click on the Create tab in the upper left corner.  
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Step 3 

Next, click on the Select eBay items to import the address details of the items you would like to create labels for. This may take a 

few moments to load. Otherwise you can enter them manually. 
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Step 4 

Select the listings you wish to print labels for then click Continue. 

 

 Note: Each listing selected can only include items purchased by the same buyer. Items purchased by different buyers must be 

processed separately. 
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Step 5 

Once you’ve imported your buyers’ details, check the details are correct in the “Send to” section. 

Note: Changing the buyers address from the one specified by the Buyer at the time of the sale could affect the chance of this 

item being protected by PayPal Seller Protection. Refer to PayPal’s Seller protection policy found in Schedule 1 of PayPal’s user 

agreement on www.paypal.com.au for full terms and conditions. 

 

  

http://www.paypal.com.au/
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Step 6 

 Under Item details, select Satchels and other items.   

 Enter your satchel product code. This code can be found on your Australia Post/eBay satchel under the ‘How to post’ section 

on the back of the satchel.  

 Click on Check to validate the size of the satchel you are using.  
 

 

Step 7  

Recommended: 

 Email Notification: Set up an email notification to automatically email your customers when the label has been printed. This 

step is highly recommended as it’s simple to do and a perfect way to provide great communication and customer service.  

Optional: 

 Tracking with signature: Your item will normally be scanned throughout the delivery process so you can track your item and 
confirm delivery. A signature is obtained when the item is delivered.  Additional costs apply. 

 Delivery Instructions: If your customer has provided you with specific delivery instructions you can include it here. 
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Step 8 

Click on Choose Service type to display available Parcel Post Services.  
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 Click the Parcel Post service you wish to use (often there is only one) followed by Add to basket. 

 At this point you can repeat the process to process remaining completed orders.  

 Once you’ve processed all your orders, select the Click here link at the very bottom of the page and proceed to the payment 

option section of the process. 
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Step 9 

Check all the package details in the summary page. If everything is correct, you need to advise how you would like to post your 

satchel.  

 Collected by courier pick up (additional fee associated) OR 

 Dropping off in a red street posting box anytime - free 
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Step 10 – Additional step for courier pick up only (optional) 

If you choose the courier pick up option, you will need to indicate when you would like the courier to collect the satchel from 

you.  
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Step 11 

 
You will be directed to a Commonwealth Bank online payment system.  
Click on either the Visa, MasterCard or American Express logos to select a payment method. 
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Step 12 

Enter your credit card details and click Pay. 
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Step 13 

 Once your payment has been successfully processed you will be directed back to Click and Send.  

 To print labels, click either the Print selected or Print all button.   
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Step 14 

A copy of your label will appear for you to print.  
Once the label has printed, click on the Click here when documents have printed button.  

 

Step 15 

The label can be then folded in half and placed in the clear pouch on the back of the satchel 

 


