SendPro® Online FAQs pitney bowes (@)

Q: How do | add postage?

Only users with the role of Admin can perform this procedure.

SendPro | Print  AddressBook History  Supplies Dashboard

Add Postage

Create Shipping Label Print Stamps. 3. Wheﬂ the Add POStage
‘ Select a carrier. W| n d OowW O p en S, se Iect Your available postage is $25.65
‘ = ‘ FodEx. @ ‘ the amount of pOStage Select an amount to add
Stigping e Saeckr yo u Wi S h to a d d . Custom m $50.00 ‘ $100.00 l
| You may add up to $474.00. Your postage balance may not exceed
Select a preset amount S

Assign this postage purchase to a Cost Account (optional)

1. From the SendPro® Online home screen select the or custom amount.
USPS® icon, or select USPS from the Print menu. (Minimum is $10.00 ¥

maximum is SSOOOO) Payment method

Credit Card: 0000000003000 Change
(3.5% fee will be added to each transaction)
Add Postage

Carrier Account

USPS
Available Postage : $25‘

- -

| 4, Select Add Postage.

2. Select the + (plus sign) next to your postage balance.

Q: How can | track postage spend?

1. Select History > Shipping & Postage History.

SendPro Print  AddressBook  History  Supplies  Dashboard

Sender Shipping & Postage History Cost Account

Daily Activity Report

Request a Refund

File Insurance Claim

SendPro Print  AddressBook  History  Supplies  Dashboard

History
2. SeIeCt the USPS Shipments USPS Stamps. USPS Stamp Refunds Posta USPS Label Refunds 3- SeIECt the POStage
Stamps tab to view all tab to view all of
of the stamps and (2] oee-ozapts | B the shipping label
envelopes printed. postage purchased.

| Date v Status Carrier Cost Account Amount

Your purchases are listed by date of purchase, the latest date
appearing first in the list.

4. To sort by a different column or reverse the sort order, select
that column heading.

5. To view complete details for a particular send, select that item.
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Q: How can | track my packages?

From the Home screen: @ 1. From the History screen:
Select History > Shipping & Postage History.
SendPro Print  AddressBook  History  Supplies  Dashboard
SendPro Print  AddressBook History Supplies  Dashboard
Create Shipping Label Print Stamps
Select a carrier. < Daily Activity Report
H lStO ry Request a Refund
E@ F E R @ o Insurance Ciaim
Shipments USPS Stamps USPS Stamp Refunds Postage USPS Label Refunds
@ 6/1/2018 - 6/24/2019 [m] lA\ISmpmen(s~ Q
Recent Packages Viw all Schedule a Pickup Date ~ Recipient Carrier Shipping Info Status Amount User
No time to drop it off? You can
T - 2. Select the 3. Tracking numbers will be listed in
g i e s U5 i e Shipments tab. the Tracking Number column
Tracking availability is determined by the carrier and service
1. Enter a tracking number in the that was selected for the shipment. To view complete details
Recent Packages section. for a particular send, select that item.
. . . N® a . . _ . o
Q: How do | print Certified Mail® with Electronic Return Receipt: Electronic Return Receipt Tracking via

Electronic Return Receipt (eRR) is an extra service available for USPS® shipments. tools.usps.com

(Note: eRR is not supported for First-Class Mail® purchased via SendPro Online.) To track YOUF eRR, enter the _
number listed on the Return Receipt

in the tracking number field on the

1. Select USPS from the Home screen or USPS Label from the Print menu. USPS Tracking page. If no information
is available or the information
2. Choose a Recipient to enter address. seems incorrect, contact USPS

Customer Service.

Choose a United States - @
Recipient 4. Choose your service and select
S Certified Mail. Additional options will be displayed.
() Email the tracking number () Choose Your
. Ship date Ship from this Postal Gode
SerV|Ce Today - June 24 | 06905-4317
3. Choose your Packaging and mail class. ‘ _
(®  Priority Mail® Wed Jun 26 by end of day $7.50
oo > p— [ (@) This service inciides free tracking.
Packaging - | ¥ certfeamaic & |
‘Select a packaging type. e
() Return Receipt (3
Small Flat Rate Box $750 | Regional Box A From $7.65 I () Retum Receipt Electronic_ I
(] Fragile @
Medium Flat Rate Box $12.80 Regional Box B From $8.05
Larpo e oy Rize0 5. Select Return Receipt Electronic. Complete and print
the label as usual.
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