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Before registering

After logging in to the meter vendor’s website for the first time, Neopost’s Neoship or Pitney Bowes's
SendPro applications, you will need to register with Canada Post, using the following information:

1. Supplier Account number and associated Canada Post number (please refer to the letter you
received from your meter vendor);

2. Customer type: Small Business or Enterprise* (again please refer to the letter you received from
your meter vendor);
* Enterprise customers: Contract (agreement) number with Canada Post if there is one and what
service the agreement is for: Parcel service, Parcel pickup service, Transaction Mail, Direct
Marketing service, or any combination of these.

Tip: If you do not know your contract number, you can contact your purchasing department, or
Canada Post (customer validation will be required) to find out what products your contract is for.

Registration process

New Existing
Canada Post Canada Post
users customer
New Canada Post users must click on Sign up Existing Canada Post customers with online profiles
to create their profile and enter business associated with their customer number provided
information in the Profile Information page, by meter vendors can Sign in using their
by following Steps 1 through 6. username and password. Once signed in, follow

Steps 5 and 6.

Tip: If your profile customer number does not match the Canada Post customer number provided by
your meter vendor, you will not be able to add the supplier account number in the registration process
and will get an error message that the supplier account number is invalid.

Make sure that the customer number being used for registration is the same number that was
provided to you by the meter vendor.
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Step-by-step instructions

» Step 1: Click on the Sign up button to start the registration process by
completing the Profile Information page.

Create your Canada
Post profile

For personal or business use

= Speed up shopoing
= View your crder histony.
& Track your servics tickets

Solutions for Small Business™
40N WHEN YOU Credle your pr{lfﬂt It'3 free and includes:

= Déscounts on shipging. mailing and mare.

» Access 10 time-saving tools and shipping applications.

& 20115 Caniaca Posz Cerporation

Lagal | Temsanc Condmony | Frisscy

Sign in with your Canada
Post or epost profile

Usemame:
Femermber e @ Foegon Usernarra?
Password
= F 57
Signin
" ™
epast
Inctuded free with your Canada Post profile. You get

® Your bills, alf in one place.

o Trusted by banks:

Canada

Create your profile

Profile information Profile type

Profile information

All febdn e recuinend

Email address

10168408

@ cereds Post is committed 1o enauring the privacy of your comsct details

Username (Liust be 1 50 37 chamcters and can contain lees, iurbees and up 1 1 pedad and | adencers|
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» Step 2: Follow the Profile Type steps based on the customer type.

Small Business
Create your profile .
1. If your customer type is
Profile information m Contact information Confirmation Sma" BUSiness, Cllck on I have a
., ) customer number.
Choose profile type
Select a profile type 1o continue creating your profile
Small Business Enterpasa
Canads
T 2. Enter your Canada Post customer
Create your profile number provided by your meter
vendor and your business’s postal
Profile infarmation m Contact informatian Confirmatian COd e )
Choose profile type
) Select a profile type to continue creating your profile. Tip: Never Select I don’t have a
customer number. If it is selected,
- it will cause you to create a new
Small Business Enterprse . .
Canada Post number, which will
you aiready have 8 cusiomer numbes, complete the fields Detow not be known to the meter Vendor
Somenerowm when the supplier account number
is added, and an error message will
Business st code be displayed.
EER s
3. Move to Step 3.
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Create your profile

S - T

Choose profile type

Select & profile type to continue creating your profile

Small Business Enterpnse

Cusiomer number

Canada Post conract number

Business postal code

Confirmation

Enterprise

1. If your customer type is
Enterprise, complete all fields.
When completing the Canada Post
contract number field, follow these
instructions:

a. If you have a Canada Post
Parcels contract, enter that
contract number;

b. If you do not have a Parcels
contract, but you have a
Transaction Mail or Direct
Marketing contract (Incentive
Lettermail, Publications Mail,
etc.), enter that contract
number;

c. If you do not have a contract
with Canada Post, leave this
field blank.

Tip: If you get an error message at
this stage, confirm your contract
number or your business’s postal
code with Canada Post.

2. Move to Step 3.
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» Step 3: Complete the Contact Information page.

Create Canada Post profile ©) ssle t Svcire Tip: Entering the job title will help
o _ in the event that you move in the
: i future.

Contact information

Business name Business operaiing a3

Business address Customer number

Al finlds are roquired

Contact information

Jab title

Title iooncral

Please select

Firstname Last name
Phone number Type Phone number ExT fopticnal
Mobile = riat § () 2dd another number

Contact business address Powered by () Addres:Complete

(=) Change the addreas

» Step 4: Receive confirmation on the successful creation of your profile.

Create your profile 8 ssie & secure
Prfie intormaion Pretic pe St oA _
Confirmation

© vou have successfuly created your small business profile! Your Username is 85212270

| services when using Canads Posts anline tools.

+ Requesta pickup, ma coess mare 1ocks 1o help your business, Try aur toois

* Maintain y

Learn more bout the Canads Post Soiutions for Smail Business ™ program

Canadi
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» Step 5: Add supplier account information.

After successfully completing Step 4, you will be prompted to add your supplier account information.

Small Business customers

Your Supplier Accounts
et [ ; Select I don't have a parcel

agreement in the Agreement
Number field and add your supplier
I | don't have a parcel agreement aCCOUI'Tt number

Neopost

Agreement Number . - - i
| don't have a parcel agreement - Please select your parcel agreament.

Supplier Account number
Roneonoee-2046

Selected as default payment method

m You can change or updata it later when you sign in to My Canada Post accaunt in your profile settings

Enterprise customer with
P
O O e e sesrwens | parcel agreement number

You can change of update it at any time when you sign in to Canada Post

Add your parcel agreement number

_ only in the Agreement Number field.
Your Supplier Accounts

Customer Number o
FRITRRIL Mt 0040 B Please select your parcel agreament
::m- : B Tip: If you have multiple contracts
o I — for Canada Post services, do not
o S select a non-Parcel contract number
by mistake. Selecting a non-Parcel
T contract number will allow
s b el registration, but will prevent the
i printing of a shipping label when
attempting to send a parcel (after
returning to the meter vendor’s
= application and registering).
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Your Supplier Accounts

Customer Number
0001001091

Agreement Number
1 don't have a parcel agreement

Select

| don't have a parcel agreement
0040062596
Supplier name

Pitney Bowes
Supplier Account number

weex-xxex-xooe-6708

Selected as default payment method

Enterprise customer with
a non-Parcel contract
number or without a
contract number

Select | don't have a Parcel
agreement in the Agreement
Number field.

Tip: Selecting a non-Parcel
contract number will allow
registration, but will prevent the
printing of a shipping label when
attempting to send a parcel (after
returning to the meter vendor’s
application and registering).

» Step 6: Accept the Canada Post Terms and Conditions for Parcels
services and you will be sent back to your meter vendor application

with the registration completed.
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Common errors and how to resolve them

Error Resolution

My supplier account number is invalid ~ The Canada Post customer number associated with your
username is not recognized by the meter vendor. You should
re-register with your correct Canada Post customer number
that was provided by your meter vendor in your customer
letter. This could happen if you created a new customer
number as part of the registration process instead of stating
that you have an existing customer number.

| am unable to add a supplier account  If you are a NeoPost customer, you must log in through your
number via the Canada Post website meter vendor’s website first via Neo Ship. You cannot use your
without going through my meter supplier account as a payment type via canadapost.ca.
vendor’s website.

| do not know my Canada Post or You must look at the letter you received from your meter
supplier account number. vendor to obtain your number.

| am unable to create a This may occur if you have entered a non-Parcels contract
shipping label. number when you registered your supplier account number.

You must return to MyProfile, delete the supplier account
number, then re-add a Parcels contract (or no contract) instead
of a non-Parcels contract.
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