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Key Steps 

Front End Key Steps Guide Screenshots  

Welcome to PO Boxes Online! 

This is not a step-by-step guide, but a key steps document to keep you on track as you navigate through 

the application.  

https://www.usps.com/manage/po-boxes.htm. 

 

Landing Page 

➢ You can login to Manage PO Box accounts online.   
➢ Search for or reserve a new PO Box, renew a PO Box or link a PO Box to an account. 
➢ Customers that are eligible for a Free Group E PO Box should not apply for a PO Box online. These 

customers should visit their local Post Office to complete their application. 
o For more information on Group E (no fee) PO Boxes, refer to the Domestic Mail Manual 

(DMM), sections 4.5.2 & 4.5.3. 
 

 

 

 

 

 

 

 

https://www.usps.com/manage/po-boxes.htm
https://pe.usps.com/text/dmm300/508.htm?_gl=1*12ld90d*_gcl_au*MTA3MDk5NjY5OS4xNjg2NTk0MTIx*_ga*MTIzODU5NTMxOS4xNjg2NTk0MTIx*_ga_3NXP3C8S9V*MTY4OTYxNjA5Ni4xNS4xLjE2ODk2MTYzOTMuMC4wLjA.#4_0
https://pe.usps.com/text/dmm300/508.htm?_gl=1*12ld90d*_gcl_au*MTA3MDk5NjY5OS4xNjg2NTk0MTIx*_ga*MTIzODU5NTMxOS4xNjg2NTk0MTIx*_ga_3NXP3C8S9V*MTY4OTYxNjA5Ni4xNS4xLjE2ODk2MTYzOTMuMC4wLjA.#4_0
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Searching for an available PO Box online 

➢ Enter your desired location information to search for available PO Boxes. 
➢ View results of all Post Office locations that meet your search criteria. 
➢ View and select from available box sizes and prices for that location, hours, directions and other 

premium services. 
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Reserving a PO Box 

 

➢ *Customers are required to have a USPS.com Account to reserve a PO Box online 

 
➢ Make a selection, view and edit details for that selection. 
➢ Select the auto renewal box. 

o Auto renewal will automatically submit payment on the 15th of the month, and on the 
25th if payment failed on the 15th; 3-month box rental requires auto renewal; 6- & 12-
month box rentals do not require auto renewal, you have the ability to opt-in or out by 
selecting or deselecting the check box. 

o During this interim period (15th to the 25th), you will be able to update your payment 
information in your online account. You may visit your local Post Office to pay for 
your PO Box in person.  

o  
➢ Select Additional Services (if available)  
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➢ Add additional PO Box users.  
➢ Read and acknowledge the Privacy Act Statement and Terms and Conditions. 
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Payment and Billing Information / Confirmations 
 

➢ Add, edit, and delete payment and billing information as needed. 
➢ View expired payment accounts. 
➢ Please Note: the billing address you enter needs to match the address the credit card 

statement goes to, or the payment will be declined. 
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Confirmation Page 
 

➢ After submitting and reserving an available PO Box, you will see the Step 3 confirmation 
page. 

➢ You can validate and edit details and billing information before submitting. 
➢ View reminder to bring PS Form 1093, Customer Agreement form (if applicable), and two 

acceptable forms of U.S. ID to the local Post Office. For more information check out: 
Acceptable Forms of Identification 
 

 

https://faq.usps.com/s/article/Acceptable-Form-of-Identification
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Applying to and Reserving Off the Waitlist 
 

➢ When a PO Box is not available, you can apply to be placed on the waitlist by completing 
the personal or business details, adding additional users, and selecting the desired payment 
period. 
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➢ When a box becomes available, you will be notified via email and on the Manage PO Box 
page where you can then reserve the box online.  
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Back to top 
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Managing PO Boxes Online 
 

➢ Once you login to Customer Registration, you will be taken to the Manage PO Box page 
where the My PO Boxes tab will open. 

➢ You can view all PO Boxes you are managing online along with specific PO Box details for 
each.  
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➢ By selecting the Account Activity tab on the Manage PO Box 
page, you can view general account activity information, reminders of upcoming deadlines, 
and notifications for all PO Boxes managed online.  

➢ Samples of account activity screens are shown below. 
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Renewing a PO Box Online 
 

➢ Select the “Renew” button on the PO Boxes Online landing page to make a payment on a 
PO Box. 

o You will receive an email notification and a notification within the Account Activity tab 
when payment is due, or renewal is required. 

 

 
 

➢ Click the ‘Renew PO Box’ link under the ‘My PO Boxes’ tab.  
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➢ Review and edit your box details, payment period and automatic renewal eligibility.   
➢ Select available Additional Services if you are not currently enrolled.  
➢ Read and check the Terms & Conditions box, then proceed to the Billing page to review or 

enter payment information.   
 

➢ If applicable, view Informed Delivery enrollment banner. 
 

➢ If applicable, select interest/disinterest in Informed Delivery  
 

 
 

➢ If interested in Informed Delivery, select the checkbox to agree to the Terms & Conditions  
 

 
➢ If applicable, view Informed Delivery selection and reminder that Informed Delivery mail and 

package information will display in 2-5 days after enrollment submission.   
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➢ After entering your payment information, you will see the Pay Now Review page. 
➢ You can validate and edit order details and billing information before submitting. 
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➢ After submitting, you will see the Payment Success page. You will also receive an email 

notification that your payment was processed.  
➢ When you click the ‘Manage PO Box’ button at the bottom, you will go back to the “My PO 

Boxes” tab.  
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Editing Automatic Renewal 
 

➢ On the Edit Payment Details tab, you can modify 1) payment card type, 2) payment period, 
and 3) auto renewal status (if applicable). In this example, auto renewal was originally on, 
but was turned off (see before and after). 

➢ Auto renewal will automatically submit payment on the 15th of the month, and on the 25th if 
payment failed on the 15th; 3-month box rental requires auto renewal; 6- & 12-months box 
rentals do not require auto renewal, you have the ability to opt-in or out by selecting or 
deselecting the check box. 

➢ During this interim period (15th to the 25th), you will be able to update your payment 
information in your online account. You may visit your local Post Office to pay for your PO 
Box in person.  
 

 
 

➢ You will see a confirmation of the change in automatic renewal selection.  
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Linking a PO Box Online 
 

➢ Select the “Link” button on the “Manage PO Box” page to sign into your account. 
➢ Please Note: your information must be entered exactly how it appears on the original PO 

Box reservation, for the PO Box to be properly linked.  
o Enter exactly how the First and Last name (and Company name) appears. 
o Many times, the First and Last name are reversed; this should show on the renewal 

notification, in the customers PO Box account, in the New PO Box Order Details 
confirmation email, PO Box payment confirmation email, and on the customer’s PS 
Form 1093 

o Your PO Box number ZIP Code™ may be different from the ZIP Code™ of the Post 
Office where your box is located. 

 

 
 

 

 

  



   
 

PO Boxes Online 

Key Steps 

 

➢ On the “Link a PO Box” tab, you can enter the PO Box #, PO Box ZIP Code, and Last 
Name / Business Name of the box you want to link to your account. 

o You should read the Payment Agreement and are required to agree to the Terms & 
Conditions by selecting the check box. 

➢ Select “Continue” to proceed to the review page. 
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➢ You can opt out of automatic payment if you have 6 or 12-month boxes.  
➢ If you choose to opt out of automatic payment by un-selecting the auto renewal box, you 

will go straight to the confirmation page. If you choose to enroll in auto renewal, you will 
proceed to the billing page to enter and store payment information for future payment. 
 

➢ You cannot opt out of automatic payment if you have 3-month boxes, auto renewal is 
required for 3-month boxes, and will proceed to the billing page. 

 
➢ You may be eligible to enroll in Additional Services if your Post Office location offers 

Premium PO Box Services   
 

 
 

 

 
  



   
 

PO Boxes Online 

Key Steps 

 

➢ If you are setting up automatic renewal, you will get a second review page to confirm or 
edit your payment information. 
 

 
  
 

➢ Lastly, you will get a confirmation page indicating the PO Box has successfully linked to 
your account. It will show the PO Box number and include whether automatic payment 
renewal was selected or not. (This example shows it was selected for a 12-month box). 

➢ View Action Required reminding you to bring your Customer Agreement form to your 
Post Office location, if you enrolled in Additional Services  
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Closing a PO Box Online 
 

➢ If a PO Box is eligible to “Close or Request Refund”, you will see a link in the box details.   
➢ You can close a box online or at your local Post Office. You must return your key(s) at the 

local Post Office to receive your key deposit.  
 

 
 

  

 
 

➢ If you are not eligible for a refund you will see a message that the box is successfully closed 
and instructions for picking up mail, or submitting a change of address, on the confirmation 
page. 

➢ Before you can “Close / Request Refund” for an eligible PO Box, you must provide a reason 
from the dropdown menu and agree to the disclaimer.  

➢ If you are eligible for a refund you will see information about the refund on the confirmation 
page with instructions for picking up mail or submitting a change of address. 

➢ If you are enrolled in Informed Delivery for your PO Box, you will see information your 
access to Informed Delivery will be discontinued upon closing your PO Box  
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➢ Boxes set to close that are not eligible for refunds will receive a message with links to the 
Terms and Conditions and the Refund Policy. This example shows the box was opened at 
the local Post Office and is not eligible for an online refund. 

➢ You must agree to the Disclaimer to submit your Close / Refund Request. 
➢ If you are enrolled in Informed Delivery for your PO Box, you will see information that your 

access to Informed Delivery will be discontinued upon closing your PO Box  
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Getting Support Online 
 

➢ On the ‘Get Support’ page, you can search frequently asked questions (FAQs) by typing in 
the search bar or selecting any of the ‘Getting Started’ basic topics for common FAQs. 

➢ Contact information is available for technical support or if you need to speak with a Care 
Center agent. 
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