
Role Features Description
Admin
Add, modify and delete Contacts This feature lets you manage contacts. You can create, edit, delete, import, or do other actions with contacts.
Add, modify and delete Roles This feature lets you manage roles. You can create, edit, delete, or do other actions with roles.
Add, modify and delete Users This feature lets you manage users. You can create, edit, delete, import, or do other actions with users.
Add, modify and delete carrier accounts  This feature lets you manage carriers. You can create, edit, delete, import, or do other actions with carriers.
Add, modify and delete cost accounts (Advanced) This feature lets you manage cost accounts. You can create, edit, delete, import, or do other actions with cost accounts.
Add, modify and delete cost accounts (Basic) This feature lets you manage cost accounts with basic fields like name, code, description, and status.
Manage Business Rules This feature lets you decide who can create new rules, decide who can edit existing rules, decide who can delete rules, and control other actions 

people might take with rules (like viewing or approving them.)
Modify Email HTML Template This feature lets you edit the HTML of message content when creating or editing notifications.
Manage Divisions/Locations This feature lets you manage divisions and locations. You can create, edit, delete, import (only location import is supported), or do other actions with 

divisions and locations.
Manage Notifications This feature lets you manage notifications. You can create, edit, delete (only custom notifications can be deleted), or do other actions with 

notifications and templates.
Manage Products This feature lets you manage products. You can create, edit, delete, or do other actions with products.
Manage Custom Fields This feature lets you manage custom fields. You can create, edit, delete, or do other actions with custom fields.
Manage Gen Preferences This feature lets you manage general settings like default language, MFA enablement (not accessible for SSO enabled enterprises), and session 

timeout (not accessible for SSO enabled enterprises).
Manage Inbound Sites  This feature controls access to the "Inbound Site Framework" tab in the Divisions and Locations module.
Sync Meter with Account List This feature syncs all cost accounts available at the location when a meter is associated or activated in SP360.
Reference Rules This feature lets you add, edit, and delete reference field UI rules. You can map cost account code or name to reference fields on the UI.
User Profile This feature lets you view user profile details like email address.
Your Account This feature lets you access the Your Account area.
Broadcast Notification This feature lets you manage in-app notifications to create banner notifications.
Contact Alias This feature lets you display a new field called Other Names when creating a contact.
Download Retained Data This feature lets you download old data related to shipping, receiving, and lockers products.
Create Private Recipient List This feature lets you show or hide the private recipient list creation setting under Address Book > Recipient List.
Role Based Contact Access This feature lets you show or hide the Enable Role-Based Contact Access setting under Address Book>Contacts.
Automatic Import of Contacts This feature lets you show or hide the option of configuring the Automatic Imports of Contacts using SFTP under Address Book>Contacts.
Automatic Import of Cost Accounts This feature lets you show or hide the option of configuring the Automatic Imports of Cost Account using SFTP under Cost Accounts.
View Audit Log This feature lets you show or hide the Module/Setting of User Activity Logs which allows users to view the Sign In Logs/Event Logs/Login Policy logs.

Private Contacts Export This feature lets you show or hide the Private Contact Export action under Address Book>Contacts>Export.
Subscription Cancellation This feature lets you show or hide the subscription cancellation option for you.
Upgrade, Downgrade Subscription This feature lets you show or hide the subscription upgrade/downgrade option for you.
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Role Features Description

Auto Postage Refill Settings This feature lets you set a minimum value for their USPS account. When the account balance goes below this value, it will automatically refill.
Apollo Dashboard This feature shows a list of connected cubes and their status.
Certified Mail This feature lets you create ERR shipments and coversheet from ERR screen 
Create Shipping label This feature lets you create a shipment and print shipping labels from the user interface.
Custom End of Day Report This feature lets you generate a generic manifest with a predefined format and fields for carriers that don't provide a manifest through their APIs, like 

UPS.
Download Print Drivers This feature lets you see the Download Print Drivers menu and navigate to links to find and download printer drivers.
Email Notification This feature lets you manage tracking and shipment email recipients.
End Of Day This feature is used to close the day for FedEx Ground service (SmartPost services).
End of Day Manifest This feature les you generate a manifest provided by the carrier.
End of Day Pickup This feature lets you schedule or cancel a pickup at the end of the day for supported carriers like UPS, USPS, FedEx, and DHL Express.
Mailing Refund Request This feature lets you see the refund stamps option and make a refund request. The Refund Stamp tab is visible in the History section based on This 

feature (USPS Stamps).
Shipping Payment Management This feature lets you manage payments by adding a credit card.
Manage Devicehub This feature lets you  enable or disable Devicehub and view it in the menu.
Manage Supplies This feature lets you vieww the Supplies tab in the menu. Only Admins can manage supplies by checking or unchecking options in the Admin 

settings.
Packing Slip This feature lets you print and manage the format of the packing slip while fulfilling eCommerce orders.
Sending Mailing History This feature lets you view mailing history in the history tab.
Firm Mailing Book This feature lets you print the Firm Mailing Book (Form 3877) for ERR shipments.
Sending Shipping History This feature lets you view all shipments in the History tab.
Ship Order This feature lets you place bulk orders.
ship request err This feature lets you make a ship request for ERR.
Ship Request only This feature lets you create a shipping request for a mailroom without rate shop (you can't select a carrier or service).
Ship Request with Rate This feature lets you create a shipping request for a mailroom with carrier or service preferences.
Shipping eCertified This feature lets you create USPS eCertified shipments.
Stamp Printing This feature lets you print stamps.
Shipping File Insurance This feature lets you claim insurance if the shipment is misplaced or not delivered according to carrier norms.
Shipping Import This feature lets you import ERR shipment details.
Shipping Manage Surcharges This feature lets you manage and apply surcharges on shipments.
Shipping POD History This feature lets you view the signature as proof of delivery in the history tab.
Shipping Refund Request This feature lets you claim a refund for shipments not delivered.
Shipping View Surcharges This feature lets you view surcharges in the receipt.
Stamp Printing Envelopes This feature lets you print stamps on envelopes. Envelopes will be pre-printed with a stamp indicating payment of postage.
Stamp Printing Sheets This feature lets you print stamps on a rectangular sheet of paper containing multipe postage stamps.
Stamp Printing Rolls This feature lets you print stamps on a continuous roll of adhesive stamps. 
View Supplies This feature lets you view Supplies in the menu. System admins can control who has access to the Supplies menu.

Sending
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Advanced Advisor This feature gives advanced tips for shipping and mailing. Itactivates theAdvanced Advisor dashboard, the Savings Advisor Report, and recommends 
related fields in the Shipment Details Report.

Carrier adjustment This feature lets you see the final adjusted amount for a transaction by the carrier.
Carrier dashboard This feature shows the Carriers & Services option on the dashboard.
Contract Reports This report shows the client's contract details under the Reports tab.
Locker Dashboard This feature lets you view locker usage in PitneyAnalytics.
Locker Reports This feature grants access to locker reports under the Reports tab and lets you view locker usage in a table format.
Mailing Dashboard This feature lets you view mailing activity and spending trends across your company.
Mailing Reports This feature lets you run a mailing report to see mailing activity and spending trends across your company under the Reports tab.
Manage surcharge This feature lets you manage surcharges for transactions under Accounting. You can use This feature to create a surcharge rule and apply it on 

transactions.
Manual Transactions This feature lets you import manual transaction data from other products not directly supported by PitneyAnalytics. It helps you track all mailing and 

shipping expenses in the same tool, make transactions accountable, and charge back the cost center if needed.
Postage Refill Dashboard This feature lets you view meter postage activity and spending trends across the company.
Postage Refill Reports This feature lets you run a meter refill report to see meter postage activity and spending trends across the company under the Reports tab.
Receiving Dashboard This feature lets you view receiving packages using PitneyTrack Inbound in PitneyAnalytics.
Receiving Reports This feature lets you run receiving reports in PitneyAnalytics to see receiving packages in a table format under the Reports tab.
Returns Dashboard This feature shows the Orders & Returns option on the dashboard.
Shipping Dashboard This feature lets you view shipping activity and spending trends across the company.
Shipping Reports This feature lets you run a shipping report to see shipping activity and spending trends across the company.
Supplies Reports This feature lets you see supplies reports under the Reports tab.
Support Reports This feature lets you see support case reports under the Reports tab.
Schedueld Reports If you are the single location user, This feature lets you see the Scheduled Reports tab for meter analytics.
Advisor This feature gives you access to the basic advisor.
Meter Analytics This feature enables the single location user flow in Analytics.
Enterprise Analytics This feature enables the enterprise/multi-location flow in Analytics.
Rate Increase Analysis This feature lets you review and understand changes in carrier pricing.
Enhanced Reporting Platform This feature lets you view interactive data tabs powered by Cube.dev for faster insights.
Assisted refund This feature lets you process multiple refunds at once. Shipping dashboard or reports access is required.
Manage fiscal period This feature lets you customize your fiscal year start date across all products.
CVS reports This feature unlocks analytics tailored specifically for CVS.
ShipAccel Analytics This feature enables analytics designed for ShipAccel users.

Analytics



Role Features Description

Phone Support This feature lets you access phone support under the Support tab. It helps you connect with support members by phone, but it's only available for a 
few products.

Product Status This feature lets you access product status under the Support tab.
Support Articles This feature lets you access support articles under the Support tab.
View Roles This feature is related to the Roles Module. It lets you only view the roles created for the enterprise. You can't do anything else besides viewing.

View Business Rules This feature is related to the Business Rules Module. It lets you only view the business rules created for the enterprise. You can't do anything else 
besides viewing.

View Carrier Accounts This feature is related to the Carriers Module. It lets you only view the carriers available for the enterprise. You can't do anything else besides 
viewing.

View Contacts This feature is related to the Address Book Module. It lets you only view the contacts available for the enterprise. You can't do anything else besides 
viewing.

View Divisions/Locations This feature is related to the Divisions & Locations Module. It lets you only view the divisions and locations available for the enterprise. You can't do 
anything else besides viewing.

View Gen Preferences This feature only lets you view the General Preferences screen. you can't set MFA, session timeout, or change the language.
View Notifications This feature lets you view the notifications. You can't add or edit notifications.
View Beacon This feature lets you use the Chatbot/Live Chat feature.
View cost account and set defualt This feature is related to the Cost Account Module. It lets you only view the cost accounts available for the enterprise. you can't do anything else 

besides viewing.
View Users This feature is related to the Users Module. It allows you to view the users available for the enterprise. This is a view only role.

Common



Role Features Description

Branding This feature lets you customize the tablet screen on the locker kiosk and ParcelPoint MobileApp screen with logos/text/color of your company.
Carrier DropOff This feature lets you manage carrier codes for delivering packages into to kiosk as a carrier.
Configure Lockers This feature lets you view the unique ID of the locker, last heartbeat, and print rear loading unique IDs.
Day Lockers This feature lets you use the Day Use workflow at the kiosk and manage the Day Use kiosk settings.
Delivery Lockers This feature lets you use the Delivery workflow at the kiosk and manage the Delivery kiosk settings.
Drop Off This feature lets you access the Drop Off flow at the kiosk.
General Settings This feature lets you manage the settings that affect the physical kiosk of the locker.
Manage Lockers This features lets you view the live status of locker doors, remotely open doors, and enable or disable specific doors in the locker bank.
Manage User Badges This feature lets you manage your unique ID for logging into the locker kiosk. It also lets you print a QR code to scan at the kiosk to access the 

administrator area.
Mobile App Support This feature lets you view the Authorization Code used for login at the ParcelPoint Mobile App. You can also customize the support contact 

information displayed in mobile app from here.
Reserve Lockers This feature lets you reserve a specific locker from any locker bank before the physical delivery.
Return and Exchange This feature lets you use the Return and Exchange workflow at the kiosk.
View Activity This feature lets you view all activity happening at the locker bank.
View Alerts This feature lets you view any notifications coming from the locker bank.

Lockers



Role Features Description

Admin Settings This feature lets you access the Admin option in the Receiving settings (Desktop).
Audit Logging This feature lets Enterprise customers  view the audit log of recipients, carriers, and package comments.
Autogenerate Pouch ID This feature lets you access the Auto Generate Tracking Numbers settings option in the Pouch option of Receiving settings (Desktop).
Basic Receive This feature lets you access receive, deliver, pouch, and package tracking forms, but not package edit (Desktop).
Bulk Delivery This feature lets you access the Bulk Deliver option on the package tracking page (Desktop).
Check Pointing This feature lets you access the Checkpoint option in the Receiving settings (Desktop).
Consolidated Email This feature lets you view the Send consolidated email for Multiple Packages and Pouch receive option in the Admin option of Receiving settings 

(Desktop).
Custom Carriers This feature lets you access the Inbound Carrier option in Receiving settings and the Add Carrier option on the receive, edit, deliver, and pouch forms 

(Desktop).
Custom Fields This feature lets you control the display of  custom fields configured for Tracking on the receive, edit, deliver, and pouch pages.
Custom Package Status This feature lets you access the Custom Status option in the Receiving settings (Desktop).
Delete Package This featue lets you control who can see the delete option with each package on the package Tracking page (Desktop).
Delivery This feature lets admins manage the Delivery settings displayed to mailroom users (Desktop).
Expected Package The feature lets you view the Expected option in the Receiving menu (Desktop) and the manifest drop-down in the TA device quick receive workflow 

(TA device).
Front-Loading Lockers This feature lets you access the Frontloading Lockers functionality on a TA device.
Quick Receive This feature lets you access the Receive Package option in the Receiving settings (Desktop).
Label Printing This feature lets you access the Label options option in the Receiving settings (Desktop).
Lockers This feature lets you view the Reserve Locker option on Receive and Edit (Desktop and mobile device) and the Locker Number column in the 

Columns drop-down of the package tracking page (Desktop).
Manifest Mobile This feature lets you access the manifest toggle option on the mobile app.
Mobile Devices This feature lets you access the Mobile Devices option in the Receiving settings (Desktop).
Package Alert This feature lets you access the Package Alerts option in the Receiving settings (Desktop).
Package Forward and hold This feature lets Enterprise clients create special package handling for forward and hold alerts.
Pouch This feature lets you view the Pouch option in the menu bar and access the Pouch page (Desktop).
Pouch Setting This feature lets you access the Pouch option in the Receiving settings (Desktop).
Read Only This feature lets you have read-only access to dashboard and package tracking page data. If This feature is enabled for you, you can only view and 

search data from the dashboard and package tracking page.
Routes This feature lets you access the Routes receiving setting to create, read, update, and delete routes.
Signature Pad This feature lets you access the Install Signature pad app option in the Receiving settings (Desktop).
USPS Last Mile Integration This feature lets you access the USPS Last Mile Integration option in the Receiving settings (Desktop).

Receiving 
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Asset List This feature lets you access the Asset List page (Desktop).
Delete Asset This feature lets you view the Delete option with each asset on the Asset List page (Desktop).
Export Data This feature lets you access the Exported Data tab (Desktop).
Generate Asset ID This feature lets you manage the display/hide option for generating the asset ID field on the Add Asset page (Desktop and mobile app).
Import Asset This feature lets you access the Import Asset option on the Asset List page.
Label Options This feature lets you access the Label Options in the Asset settings menu (Desktop).
Lockers This feature lets you access the Reserve Locker feature for deliver, return, and exchange workflows.
Manage Asset This feature lets you access the Add asset and Manage Asset options on the dashboard.
Recent Activity This feature lets you access the Recent Activity page (Desktop).
Signature Pad This feature lets you access the Install Signature pad app option in the Receiving settings (Desktop).

Asset Management



Role Features Description

Add and Delete kiosk tablet This feature lets you add and delete a kiosk tablet using the Admin UI.
Add, Edit, Delete Access Sites This feature lets you add, edit, and delete an access site using the Admin UI.
Add, Edit, Delete Staff Types This feature lets you add, edit, and delete a staff type in the Staff workflow using the Admin UI.
Add, Edit, Delete Visitor Types This feature lets you add, edit, and delete a visitor type in the Visitor workflow using the Admin UI.
Visitor And Staff Dashboard This feature lets you view visitor and staff activity data on the Dashboard.
Data Management This feature lets you view information about logged-in visitors and staff, and uploaded documents. Admin users can edit and delete activity records and 

export the data to an Excel file.
Facial Recognition This feature lets the kiosk recognizes visitor and staff face data.
Import Pre-registration Visitors This feature lets you import a list of pre-registered visitors all at once.
Manage AD Integration This feature lets admin users add staff details in webhooks and sync their contact list with Microsoft Entra ID.
Manage Evacuation This feature enables an automated notification when an evacuation order starts. All signed-in visitors and staff will be told to leave right away, and an 

active evacuation list will be made.
Manage Staff Activity This feature lets Admin users track staff activity like sign-in date/time, staff name, email, staff ID, site, and status. They can export staff activity history to 

an Excel file.
Manage Visitor Activity This feature lets Admin users  track visitor activity like sign-in date/time, visitor name, company name, visitor type, and site. They can export visitor 

activity history to an Excel file.
Manage Visitor Badge This feature lets Admin users manage visitor badge settings like enabling/disabling print badge options and managing badge information.
Manage Webhook Integrations This feature lets you manage Webhooks which help capture specific events related to selected activities.
Manage Workspace This feature lets you manage different enterprises.
Manage Pending Approvals This feature lets you check submitted documents and set expiration dates for pending sign-in requests.
Manage Pre-registration This feature lets Admin users register a visitor in advance using the pre-registration service.
Pre-registration and Manual Sign-in Workflow This feature lets Admin users set up a workflow for pre-registration.
Register Kiosk This feature lets the kiosk/device to register at a specific site and links with the Admin UI.
Restrict Visitor This feature lets Admin users block a visitor from signing in. All sign-in or pre-registration attempts will be blocked for that visitor.
Send NDA/Declarations To Visitor This feature lets you send a copy of the Non-disclosure Agreement declaration to the visitor's email.
Unlimited Devices Per Site This feature allows unlimited devices to be registered at a site. It comes with the PRO plan subscription.
Unlimited Workflows This feature lets Admin users create and manage unlimited workflows for visitors and staff.
Update Kiosk Layout This feature lets you apply custom settings and preferences for kiosk screens and visitor badges.
View Access Sites This feature lets you define custom settings and preferences for visitor kiosks at a site level.
View Kiosk Layout This feature lets Admin users view the Kiosk Preview within the Admin UI.
View Staff Types This feature lets Admin users view staff activity.
View Visitor Types This feature lets Admin users view visitor activity.
View Webhook Integrations This feature lets you view the created Webhook integrations but does not allow the access to edit/delete any webhooks.
View Pre-registration This feature lets Admin users see the list of pre-registered visitors.
Visitor Auto Sign-out This feature lets you make a visitor automatically sign out at a specific time set by the admin user.
Visitor sign-in (Web) This feature lets Admin users make a visitor sign in through the web (Admin UI).
Add, Edit, Delete Contacts This feature lets you add, edit, and delete contacts in the address book.
Add, Edit, Delete Roles This feature lets you add, edit, and delete roles.
Add, Edit, Delete Users This feature lets you add, edit, and delete users under the Roles section.
Automatic Import of Contacts This feature lets you automatically import contacts from an SFTP location.
Modify email HTML template This feature lets you  manage the content of notification (emails).
Manage Divisions/Locations This feature lets you manage divisions and locations. You can create, edit, and deletedivisions and locations.
Manage Gen Preferences This feature lets you set the amount of inactive time before a user is signed out, and user can set up default language.
Manage Inbound Sites This feature lets you add, edit, and delete the site.
Manage Notifications This feature lets you enter/manage the recepient email address.
User Profile This feature lets users view their profile.
View Subscription Plan This feature lets you view the subscription plan.
Sign In With QR Code This feature lets you sign in and sign out using the QR code from the companion app.

SAM
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