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INTRODUCTION 
Get near real-time delivery updates and reports 

Shipping Alerts & Reports application helps retailers, wholesalers and professional services 
firms at every stage of shipping by –  

• Tracking all shipments at one place in near real-time  
• Providing unparalleled customer experience with higher accuracy on delivery timelines  
• Providing specialized insights to make shipments cost efficient and profitable 

Please note: Pitney Bowes does not charge money for accessing any services within the Shipping 
Alerts & Reports application. 

 APPLICATION FLOW 
1. ONBOARDING – This directs users to the launch page with terms and conditions 

 

2. GETTING STARTED –Information about the capabilities of the application 

3. SHIPMENT STATUS – Information on the status of the shipments 
 

4. SERVICE INSIGHTS – Information about the Service Cost, Delivery Days and Breached Delivery 
Days  
 

5. ALERTS– The application provides high, medium and low priority alerts for your shipments. 
 

6. TICKET CREATION- The application provides automatic ticket creation for your queries using 
Freshdesk Companion application 

 
7. FREQUENTLY ASKED QUESTIONS  
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STEP 1: ONBOARDING FOR FIRST-TIME USERS 
Tap the Shipping Alerts & Reports application icon to get started. You will be prompted with Terms and 
Condition dialogue box where you have to mark the checkbox. Then you will be directly logged in to the 
Shipping Alerts & Reports application. If you are not logged in automatically, you will be directed to a 
login page to enter your Pitney Bowes account id and password. 

 

 

On launching the application for the first time, you will see a set of introductory screens that briefly 
describe the applications capabilities. To skip the introduction, tap the “Skip” button. 
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On tapping “Proceed” you will be directed to the dashboard. 

 

STEP 2: DASHBOARD VIEW FOR REGULAR USERS 
Upon launching the Shipping Alerts & Reports application, you will be taken directly to the dashboard 
screen which contains Tracking, Alerts and Insights Tab.  

 

The “I’ icon on top right corner also provides information on how to use 
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STEP 3: TRACKING  
The screen provides quick access buttons to the key capabilities of the application like your shipments 
and Tracking Shipments. 

3.1 Tracking Shipments  
‘Enter tracking Number’ to track the status of a particular parcel by using the tracking Id. 

3.2 Your Shipments 
‘Your Shipments’ shows the count of in-transit, returned and delivered shipments from last 3 months. 

3.2.1 IN TRANSIT 
Tap ‘In Transit’ to get the information of the orders in transit with the tracking ID, customer name and 
delivery address. You can select the number of days or months for which you want to see them in-
transit order status by selecting the required option from the drop-down menu in the top right corner. 

 

Select any shipment to view their Transaction details as shown below 
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You can see your in-transit shipments in a Map view by tapping on the ‘Map’ tab. In the map view, the 
delivery locations are plotted wherein you can see locations with single or multiple scheduled deliveries. 
You can also use the filter on the right corner to view in-transit shipments in the past 3 months, past 
month, past 15 days or the past week. 

 

All the alerts can be shared via email by tapping on “Send Email” in the top right corner. You will then 
see a pop-up screen with your default email id auto selected. Tap “YES” to send email to the default id 
or click on the edit icon to enter a different email.  
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On the search contacts screen, you can manually enter the id or retrieve it from saved contacts. After 
entering the id, tap on “Done”.  

 

You will be redirected back to the pop-up screen with the new email id selected. Tap “YES” to send an e-
mail to the new id. 

 

3.2.2 RETURNED  
Tap ‘Returned’ to get information on the orders returned with the tracking ID and delivery address.  
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You can see your returned shipments in a Map view by tapping on the ‘Map’ tab. In the map view, the 
delivery locations are plotted wherein you can see locations with single or multiple scheduled deliveries.  

 

3.2.3 DELIVERED  
Tap ‘Delivered’ to get information on delivered orders with their tracking ID, customer name and 
delivery address. You can select the time period for the required delivered order status by selecting the 
option from the drop-down menu in the top right corner. 
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You can see your delivered shipments in a Map view by tapping on the ‘Map’ tab. Delivery locations are 
marked on the map.  

STEP 4: ALERTS 
Tap on the Alerts Tab from the dashboard to view various alerts. Use the drop-down option on the top 
right corner to filter the alerts by days or months. All alerts are displayed with a subject line and an auto-
assigned priority level with the date. A brief description and transaction reference number are provided 
in the next two lines.  

 

Tapping on an alert will open the detailed description of the alert. The transaction reference number, 
tracking id, alert description, priority, and date is displayed. 
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STEP 4: INSIGHTS 
Tap ‘Insights’ to get insights into Service Cost, Delivery Days and Breached Delivery Days from the 
dashboard. It can be viewed in a Grid format and Chart format by selecting Grid View and Chart View 
tabs respectively. In the grid format, insights regarding shipment distribution by service cost ranges, 
delivery days and breached delivery days are provided on a single screen. 

 

You can use the menu bar on the right corner to view the service insights in the past 3 months, past 
month, past 15 days or the past week. 
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4.1 SERVICE COST INSIGHTS 
To view service cost insights tap on “Service Cost” inside “Chart View”. On this chart, you can see your 
shipment distribution by service cost ranges. 

 

 

4.2 DELIVERY DAYS INSIGHTS 
To view insights on delivery days, tap on “Delivery Days” inside “Chart View”. On this chart, you can see 
your shipment distribution by delivery days.  
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4.3 BREACHED DELIVERY DAYS INSIGHTS 
On this chart, you can see the number of deliveries breached, along with the number of days breached 
by. 

 

 

4.4 MAILING INSIGHTS 
All the chart view insight screens can be shared via email by tapping on “Send Email” in the top right 
corner. You will then see a pop-up screen with your default email id auto selected. Tap “YES” to send 
email to the default id or click on the edit icon to enter a different email.  
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On the search contacts screen, you can manually enter the id or retrieve it from saved contacts. After 
entering the id, tap on “Done”.  

 

You will be redirected back to the pop-up screen with the new email id selected. Tap “YES” to send an e-
mail to the new id. 
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FREQUENTLY ASKED QUESTIONS 
1. General Questions 
1.1. What kind of Service insights do Shipping Alerts & Reports provide? 
Shipping Alerts & Reports provide insights on average delivery days, breached deliveries and shipping 
cost analysis. Insights regarding average delivery days and shipping costs provide greater accuracy on 
your delivery timelines and help optimize shipping costs. 

1.2. Is my data secure in Shipping Alerts & Reports? 
 Yes, security and privacy of your data is a top priority at Pitney Bowes. No data related to your 
shipments or customers is stored on the SendPro device.  

 

2. On-Boarding 
2.1. How long is the onboarding process? 
The onboarding process for Shipping Alerts & Reports is short and simple. Only your Pitney Bowes 
account details are required and you can start using the application right away after accepting the terms 
& conditions. 

2.2. Is using Shipping Alerts & Reports free? 
Yes, Shipping Alerts & Reports application does not charge for any feature/service. 

3. Managing Shipments 
3.1. Do Shipping Alerts & Reports provide real-time delivery status? 
The delivery timelines provided for USPS shipping by Shipping Alerts & Reports are near real-time and 
can be used for providing accurate delivery estimates. Real-time tracking for UPS and FedEx is currently 
unavailable and may be available in the future. 

3.2. What are real-time alerts? 
Real-time alerts are notifications generated by Shipping Alerts & Reports in the event of failed/ delayed 
deliveries. These notifications are used to automatically create a customer query ticket on your 
Freshdesk application. 

3.3. How do Shipping Alerts & Reports provide personalized insights? 
Shipping Alerts & Reports analyzes your shipping history to provide insights based on carrier selection, 
parcel size and insurance purchased for packages  

3.4. Do Shipping Alerts & Reports allow me to share my shipping reports via Email? 
Yes, users can share reports via Email using the email icon on the top right corner of the report screen. 
You can email the reports by adding a new contact or using the contacts saved in your contact book. 

3.5. Can I customize the notifications settings? 
Yes, in case you do not want notifications for failed/ delayed deliveries, you can change notification 
settings from the settings icon on the right corner of the dashboard. 
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3.6. How can you generate automatic customer query tickets? 
Shipping Alerts & Reports helps create automatic tickets for failed/ delayed shipments in your Freshdesk 
account. The Freshdesk Companion application registers the notifications and converts them into 
customer query tickets. 
This feature can be turned off if required through the settings option in the Freshdesk Companion 
application. 

 
3.7. Can I view my shipment history? 
Yes, you can view your shipment history anytime by tapping on ‘Delivered’ shipments on the Dashboard. 
This provides a complete list of all past shipments across carriers. 

 
3.8. How can I check the status of my shipments? 
You can check the status of the shipments by selecting the relevant option from the dashboard 
(Delivered, In Transit, Returned shipments). You can also use the search bar to view the status of a 
specific shipment. 
 
 
For more information regarding the application, contact us at +1-800-522-0020 
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