Introducing

Supplier Account

now available

Supplier Account

—

A better solution
for meter customers

On January 11, 2016, Canada Post
introduced Supplier Account, a new
way for meter customers to pay for
parcel shipments when using Canada
Post’s Electronic Shipping Tools (EST)
or other approved electronic shipping
platforms. If you are using EST, your
meter supplier will provide you with
a new Supplier Account number;
otherwise you may use an alternative
method of payment such as a credit
card or your Canada Post Account
(some conditions apply).

Note: The meter method of payment for parcels
will be removed from EST on June 30, 2016.

Take advantage of these benefits
using Supplier Account

» Access your Canada Post commercial
prices.

» Continue to leverage your meter
supplier relationship, support
and benefits.

» Forget printing and applying meter
impressions on parcels.

» Track your parcels using standard
shipping labels.

» Receive transaction-level data for
parcels on your supplier statement.
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Supplier Account can be accessed through the following applications:

JANUARY 11, 2016:
» EST Online (Express Order Entry can also be accessed through EST online)
» EST Desktop 2.0

Note: The meter method of payment for parcels will be removed from EST on June 30, 2016.

What do you need to do?
» Step 1: Get a Canada Post customer numberand a Supplier Account number

If you are using EST, your meter supplier will provide you with a new Supplier Account number; otherwise
you may use an alternative method of payment such as a credit card or your Canada Post Account (some
conditions apply).

As of January 11, 2016:

» Step 2: Create a Canada Post online profile (applicable to all methods of payment)

¢ Go to canadapost.ca
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e Click on Sign in at the top right
hand corner

v | s | e e Existing users can sign in using their

m Mansgig Ml Bending. Busivess Solubiohs . Toake. Shep & NI username and password

e New users must click Sign up to create
their profile

HE

Find postage Prepare your shipmenis
rates fast online

ard parraly, sMers o chicumants acrean

Note: The images above may differ slightly from what is on your screen. Page 1



R e Complete the required fields
Create your profile e e (Click on Create profile at the
D o o bottom of the screen
Contact information
o corerios
BT * Select one of the two levels:
Create your profile N SmaII BUSiness or
Your usermame % pdjsvnsioniS. Please comprete M Information below 0 ofder 1o use our 1o0is.
» Enterprise
N e Y - P
Choose your profile e Complete the required fields
Personal Small business Enterprise
Se—— L || SRENEE | oo e Click on Create Profile

e Complete the required fields and click
on Continue. This will bring you back
to the main page

Cancel
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e You will see that you are logged in

My Ordeis

m Managing Mail . Sending. Business Schutions . Tools . SF wy Suspon aS a User

e Click on My Profile to access
Supplier Account

e | e | concris | s e Select Supplier Account in the

m Managing Mail . Sending . Business Solutions . Tools. Shop  Support Q Payment SeCtion'

My Profile

Prafile Business

B — ¢ To set your method of payment
Business Profile Ooo1O1Sta - TEST CPC eCHAMNEL preference, click on Add a Supplier
Account

Supplier Account

Add 2 Supplier Account and use it as 3 method of payment when you send parcels thiough Electronic Shipping Tools (EST). When adding a Supplier

Account, kindly allow 24 haurs for processing. @

da Post. b the mesntime, continue to use meter a3 8 mel

A supplier who does ol sppesr on the bist miy still be in the process of connecting with C:

of payrment in EST, I your supplier does nat sppear hers by February 1, plesse contect therm directly

You cwrvently gonathaye gov Supplier
Accounts on file.

+ Add a Suppliar Azcount

e Complete Supplier Account information

My Profile » Supplier Account BUSINESS:

DOC1D15408 - TEST CPC cCHANNEL E

e Here you have the option of setting this
Supplier Account number as a Default
Add a Supplier Account methOd O.I: payment

Add a Supphier Account and use It a8 8 methed of paymant when you send parcals through Electronic Shipping Tools (EST). When adding a Supplisr

Business Praofile

Arcount, kindly sllow 24 hours for processing

Supplier name
Seiect suppher

Supplier Account number
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Method of Payment * You will see that you have successfully
O o T i A O s o R O added your Supplier Account information

Your Supplier Accounts

Suppier name
Meapoat
Zuppher Accout number

............... Fry

Selacted as dufault payment methed

m ¥ou can change o update it laler when you 3ign In b0 My Canada Post acoount in your peofile settings.

» Step 3: Access EST

v o e * Go to Tools and select Shipping
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My Tanada Post dashboard
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Find a fste
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EST Online
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v e e Select the EST version that fits your
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Shipping
Shipping tools

S ENY Orkre EST Destap 2.
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S When EST Online is selected

m Marsaging Mail . Sending . Business Sohiions . Tools. Shop  Suppon QL .
¢ (Click on Go to EST Online now

EST Gnline: Print labets and prepare shiprments onlineg  Categones
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EST 2.0 shipping software
»
~
Track Shipping Streamline Reduce
shipments labels processes casts
sl Tacking e mber i Ml o e Aetermate tasks b e Engar kg and snenng
foite it ranesriainl ey

When EST Desktop 2.0 is selected
¢ Click on Get started

» Step 4: Set up Supplier Account as your default method of payment

through EST

Access electronic shipping toals
pwnth EST Online and Expreas Order Entry
13 0ur slectonis chiopang o3 F5T Griing s aprass Gnter ey, Swect 3 e

Shapping
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For EST Online

e Under Shipping, select where you
want to ship; you may also select
Express Order Entry

e For EST shipments (Canada, USA &
International), set your method of
payment as illustrated
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e For Express Order Entry, set your
method of payment as illustrated

e For Desktop 2.0, set your method of
payment as illustrated

Preferent

Device Configuration...

& Preferences 0008240678
Navigation
B General
B Customer - 0008240678 - TEST = | |'
Customer Address Paid by Customer Number | 0008240678 |~
B Mailing -
) Shipping Method of Payment | Supplier Account |=|
[l Mew Shipment Defaults 4“ ) |
Dareel Information Default Postal Deposit Location | 7027 - NEPEAN MERIVALE PO |~
Service and Options [ My shipments are picked up by Canada Post
Additional Information
Request Delivery Updates

Customs Values

= Defaults for Qutput
Shipping Label

[=) Defaults for System Actions
On Start-up
On Create Shipment
On Process/Print
Validations

Getting support

For support using EST for Supplier Account or another Canada Post method of payment, contact the
Commercial Service Network at 1-866-757-5480.

To obtain a Supplier Account number and for support related to payment authorization or supplier
invoicing, contact your meter supplier directly.

Page 6 Note: The images above may differ slightly from what is on your screen.






