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Billing and Payment
User Guide for Commercial Customers
Objective

This user guide helps Commercial Customers access Canada Post’s Billing and Payment function where
you can search, filter, download, and pay invoices.
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What is changing?

o Effective July 2, you will access the Billing and Payment section of your online business profile to
manage your invoices. This application is easier to navigate and has a different look and feel.

e All commercial customers will benefit from new Billing and Payment features:
o new data and filtering capabilities
o displays eligible credits automatically — you no longer have to search for your credits.
o view unpaid invoices for the last 36 months and paid invoices for the last 18 months —
previously you had a 6-month view when using Manage My Accounts and a 12-month
view when using the Online Business Centre.
e Customers will see a consolidated invoice, containing all Canada Post charges, posted to the
Billing and Payment site on a weekly basis.

How to log into Billing and Payments

If you receive an email notification

Click on “Log into my Account” in the notification email you received, then enter your username and
password to go directly to the Billing and Payments landing page.

>

Your invoices are now
available

You'll find the following invoices in My Account:

Access your account Register online

+ Cuslomer T | Invoice: 1
+ Cuslomer: ¢ | Invoice: §

.« Customer { | Invoice: €

« Customer. ¢ | Invoice: & 5

We're always here to help. e
The Canada Post Credit Management Group
Disclaimer If you receive an error message when trying to access the Billing and Payment section, you may
Canada Post protects your security and privacy. We will never ask for your
e s e e not be set up properly. Please contact Credit Management Group at 1-800-267-7651.

our Privacy palicy.

This message is intended only for the addressee. It may contain propristary or
confidential information. Any unauthorized dissemination, distribution or
copying of this message is sirictly prohibited. If you have received this
message in ertor, please notity us immediately and delete the ariginal
message.

Please do not reply to this email We cannot receive o respond ta replies to
this email. I you have any questions or comments, plesse contact us.

*Image may not be exactly as shown

January 2026 2


https://sso-osu.canadapost-postescanada.ca/lfe-cap/en/login?stepupId=smb_mode1,consumer,commercial_link,smb_link&sourceUrl=https%253A%2F%2Fwww.canadapost-postescanada.ca%2Ffam-gcf%2Fen%2Fbilling-and-payments%2Finvoices&targetUrl=https%253A%2F%2Fwww.canadapost-postescanada.ca%2Ffam-gcf%2Fen%2Fbilling-and-payments%2Finvoices&authlvl=&language=en
https://www.canadapost-postescanada.ca/fam-gcf/en/billing-and-payments/invoices

CANADA POSTES

Billing and Payment - User Guide

CANADA )
Commercial Customers

If you log in from the Canada Post website

1. Select “signin” on canadapost.ca

N
Personal  Small business Shop  Ourcompany  Support @ m @
Tools v Q

e Shipping v Retums v Marketing v Ecommerce v Identity services v Postal services v

Ship Canadian with our
best rates ever

Save up to 70% on Expedited shipping and returns.

Contact an expert

Track your delivery Track multiple >

If you do not have an online account, you can create one in your Canada Post business profile.

2. Enter your username and password and click “sign in”.

Search

Register online

Password

If you are having difficulties signing into your account, please ensure that you have the correct login
credentials. If you are still having problems, contact our technical support desk at 1-877-376-1212.

3. Once logged in, select “Billing and Payments” from the global dropdown menu. You can also
save to your favourites or bookmark the link https://www.canadapost-postescanada.ca/fam-
gcf/en/billing-and-payments/invoices to sign in directly to Billing and Payments.

e S Owcompy  Sapor | @M (D) Testorodz

N T U ——

Receive tracking details
in real time!

Have delivery notices sent via text with your Canada Post
account.
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4. If you receive the following error message when trying to access Billing and Payments after you
have successfully signed into your account, you may not be set up properly. Please contact
Credit Management Group at 1-800-267-7651.

Shep  Ourcompany  Support @5 R (Z) TestSTGN_FAMErm.. v

c Home Shipping v Retumns Mail Campaigns ~ Postal Services v~ Order History ~ Tools Q

You need access to view this page

Make sure you're signed in to the correct Canada Post business profile. If you still cannot view your invoices, please contact Credit
Management Group at 1-B00-267-7651.

How to navigate the Billing and Payments landing page

Once you have signed in and are on the Billing and Payments landing page, you can navigate to all
the functions available to you.
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[l wewina poge 3= TESTTHEFIELD COMPANY {000399385)  Change Switch between accounts
@ Resd our user guide for help (POF)
Until January 1, 2027, existing
customers can access invoices that
@ 0 ing sstemchanged on Juy 2025, ¥ou con il vk 8 mashet of yout DR i, were generated during the 18 months
prior to July 1, 2025.

Invoices

Account balance

$22,222.22

View your balance, any past due
amount, and your credit limit. Any
disputed amounts and your
authorized payment method may
= shawfitors & Dawnload actiiy (CS1) also appear here.

Unpaid  Paid

Date Crocument Document type Status Arnodni Balarce Action
Toggle between paid/unpaid invoices
by selecting the appropriate tab:
Novsazs  oomsasss vaice 50 oy st e 20000 $0050 ; Unpaid — invoices with a balance

Paid —invoices with $0 balance.

Mo 2, 2005 ABITIAN0GEE S Procassing payrent 35195 5135

How 16, 2025 S1620458730 waice A0 days past dus §E275 $13275

o s e I - : Download a CSV file

en TRAEI0 23005 432 % . . .
Filter and sort your invoices
: 061 n it pls tays 0000 £1000.00
D %), 2025 E297T4CNEB633 it alimmnt plas ¥ i} $7500 LiSt of your invoices a nd
S e adjustments (paid or unpaid)
DCwc 28, 2005 IUWEETEE0EE MACICE D Jan 2B, 2006 £3475 53475
Showing results | to 56 of 3 pages * - 2 3 »

How to download and pay invoices

1. Select the “Unpaid” tab. You can select multiple invoices to pay at the same time or select a
single individual invoice.

To pay a single invoice online:
o click on the dots beside the invoice you want to pay
e select “pay” from the drop down menu
e you can also download a PDF of your invoice from this dropdown menu

Paid

5 Show filkers & Download acthvity (C5W)
Date Drocument Document type Status Armount Balance Action
P 3, 2005 ABTINGE4 T Procassing payreent 5195 45105

o 8, 2028 OUTIHAGAINE e 040 daays past due $H06:0 #0600

To pay multiple invoices online:
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o click on the box beside the invoices you want to pay
e select “pay”

Unpaid | Paid

Z= Show filtars &, Download activity (CSK)
Cate Documert Document type Status Ameunt Bafance Action
oo 2, 2005 ABITFAN0GE4 — Frocassing payment 351195 35195
ricre 5, 2028 [ ERLE vote 60 days past due $800,00 $300.00
ricw 15, 2025 S1E04EETS0 waice A0 days past due £1327s £13275
ricne 23, 2008 ABORAITAEN e 30 days past due 688 S840

If you do not have online payment set up, download your invoice and pay as per
your authorized payment method. To set up online payment, please fill in this
form. Please note that invoices can only be paid in full online.

How to apply a credit to your payment
1. Once you have selected the invoice(s) you want to pay and clicked on the “pay” button, the
system will automatically list all credits available. Credit amounts available will be less than the
amount owing based on the invoices selected for payment.
Select the credits you want to apply and click on “Pay now” to pay the balance.
Order summary
Inuolcet:}taiS!EEl?

iou harew arvailiable oredit In your account

Total crecit armount selectect: $1.34

Balance remaining after credit: $12.53

Yol Fw, ot R oot wal b changed $12.5
‘vr

If there are no credits available to apply, the screen will appear without credit selection.
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Click on “Pay now” to complete payment.

Order summary

You've selected 2 invoices for payment.

Invoice total: $36.08

If you pay now, your bank account will be charged $36.08 in 1 to 2 business days.

How to find an Installment Plan

1. If you are on an Installment Plan, the invoices on the plan will not appear in the Unpaid Tab.
Look for the plan with the Document Type labeled Installment Plan, which will display both the

total amount and the remaining balance of the plan.
2. The Installment Plan will remain visible in this section until the final payment has been

completed.

Unpaid  Paid

2= Show filbers o+, Download activity (C5Y)

Date Documant Dacumant type Status Amngnt Balance Acticn

23, 20 ABISUITHN e 30 days past due EE 350,55

Pere 30, 2035 TRAEIDZ 3005 S 20 days past due 43275

How to set up an authorized payment solution

1. If you are not authorized to make automated payments, a special message box will appear on
your Billing and Payment home screen. Click on “learn how to set up payment” in the message
box or go to Make payments to your commercial account | Canada Post to set up online pay or

pre-authorized payment solutions.

= Shaw filters . Downlcad activity (C5V)

B st e o te et s payrent? We can bl

A B b et L payirer
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How to filter and view invoices

1. Choose whether you want to view paid or unpaid invoices by clicking on the appropriate tab,
then select “show filters”.

Unpaid  Pakd

FpE—

B cee Cocument Daooumaent Typee Status Amount Balanoe Action

2. Select the date range (up to 36 months for unpaid invoices and 18 months for paid invoices) and
filter options. You can:

e Sort by:
o Most recent invoice
o Oldest invoice
o Lowest balance
o Most current balance

e Search by:
o Invoice number
o Invoice amount

You can filter based on the type of invoice:
e For unpaid invoices: filter by all invoices, credits, or invoices with disputes
e For paid invoices: filter by all paid invoices, only paid on account, or only paid by credit card

Once you have selected the filters you want, click “Apply filters”.

< Unpald >F‘aid

= Hide filters @ 2= Hide filters @

Select start date Select end date Select start date Select end date

YYYY-MM-DD YYYY-MM-DD YYY¥-MM-DD YYYY-MM-DD

| 2022-02-26 H | 2025-02-26 H | 2023-08-26 E 2025-02-26 E
Sort by Sort by

Irvoices: Most recent w

| Invoices: Oldest - |

Fliter by Involce category
@ Al unpaid Invoices

Only credits
Only disputed Invoices

Search by Search term

Q Enter involce number

| Invoice number w

Filter by Invoice catagory
© Al paid invoices

() Oniy paid on account

() Only pald by credit card

Search by Search torm

| Invoice number - Q. Enter Involce number

Apply filters
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How to download a CSV file

1. After selecting your filters, you can also download an excel file with the relevant data by clicking
on “Download activity (CSV)”.

Unpaid Paid

= Hide filters @ < L, Download activity (CSV) >
Select start date

Select end date

YYYY-MM-DD YYYY-MM-DD

| 2022-05-01 E | 2025-05-01 E

Sort by

Invoices: Oldest

Filter by invoice category
© Al unpaid invoices
() Only credits

() Onlv disputed invoices

How to view historical invoices

1. Customers that were existing with Canada Post before July 1, 2025 will see a special message
box with a link to your archived invoices. Click on the “view a snapshot” link to view all unpaid
and paid invoices from the old system for the past 18 months. This page of archived invoices will
be maintained until January 1, 2027, and includes both paid and unpaid invoices. Any archived

invoices with amounts owing were migrated into the Billing and Payment Unpaid section and
are identified as a migrated invoice.

Invoices

Acciurl balance

$22,222.22 T

Unipald Paid
I Show fiters

&, Downkasd actrity (5]

Dati Docurrant Docursant typa SEstus Amaeunt Balanca Aetian

5o 1 2025 ABZTITIOEEA - Processing payment

2. Alist of all invoices dating back 18 months from July 1, 2025 are available.
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[ e L .
Archived invaices
D T oudt e 300 s o B s e
i B B Select a date range up to 18 months
oy before the current date.
ramicn dete i ramber Balercs Pty
Download individual invoices by
e DO & 5
clicking the dots and select download.

If you have general inquiries about your invoice or account, please

call 1-800-267-7651 or email cmg@canadapost.ca.
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How to view payments made to Canada Post

The Payment History feature allows you to view and manage up to 18 months of historical payments
made to your account. This section provides tools to search, sort, filter, and download your payment
information for easy review or reconciliation.

Select Payment History from the applications left navigation.

e Home Shipping v Returns Mail Campaigns ~ Postal Services v Order History v

Invoices

B3 Payment history

Invoices

The Summary View will appear by default, displaying up to 18 months of past payments.

@ Read ow user guide for help (PDF) EXpa nd f||te rs

Payment history

= Show filters &, Dewnload summary (C8V)

\ Download CSV copy

[Duate Document nurmber Type Amount
M 28, 2024 AT2901E83046 Ondire bill payrneant $1.46076
Mene 20, 2024 O93B4TSEND Pre-authonzed credit card SAETRTE
Click for detail view
Drec 1, 2024 BEIETO492833 4* Pra-a weized debit card 3347075
of a payment
Dec 6, 2024 160294ETEO0T Credit card $233076
Deec 6, 2024 TAS02ALE1966 Onlire payment 3556076
Dewc 7, 2024 O49TTIE 200 Pra-authorized payment $TAELTE
Do 11, 2024 SE2T40186320 Cheque $2242076
Dec 16, 2024 A301E49TE204 Bank transfer $23480.22
[oec 18, 2024 TEEE04TIE 2 Payment with remittance S1LAE1TE |ndicates M igrated
p— bt it et payment from old
billing system
D 22, 2024 348019275604 2 Payment $2,22075
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Key capabilities at a closer look
e C(Click on the filter icon to expand

Payment history

ok, Devaminad sumstary (C5V)

............

Cnar N

Search for Payments by Date Range

1. Inthe Search by Date area, select your From date. You can only go back 18 months from current
date.

2. Select your To date. You cannot select a date greater then current date.

3. Click Apply filters.

4. The results list will update to show only payments within your selected range.

Tip:
Use date filtering first if you are reviewing activity for a specific billing cycle or month.

2025-12-6 2025-12-10

December 2025
u g Sa Su

Sort Your Payment Results

1. Locate the Sort dropdown at the top of the results list.
2. Choose one of the available options:
o Most Recent
o Oldest
o Highest Amount
o Lowest Amount
3. The payment list will reorder immediately based on your selection.

January 2026 12
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Note:

Sorting works alongside any date filters or payment-type filters you’ve applied.

Payments: Most recent ~

Payments: Most recent

Payments: Oldest

Payments: Highest

Payments: Lowest

Filter by Payment Type

1. Open the Payment Type filter panel.
2. Select one of the payment types from the list:

o

o 0O 0O O O O O O

o

Cheque

Bank transfer

Credit card

Online payment

Pre-authorized payment

Pre-authorized credit card

Online bill payment

Payment (Migrated from old billing system)

Payment with remittance (Migrated from old billing system)
Payment without remittance (Migrated from old billing system)

3. The list will update to display only the selected payment types.

Tip:

Use this filter when investigating payments associated with a specific method (e.g., all credit card
payments for the last quarter).

January 2026
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All types A
All types

Online bill payment
Pre-authorized credit card
Pre-authorized debit

Credit card

Online

Pre-authorized payment
Cheque

Bank Transfer

Payment with remittance

Payment without remittance

Payment

Download Your Payment History (CSV)

1. Apply any date range, sort, or filter selections you need.
2. Click the Download CSV or Export button.
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Payment history

3. A CSV file containing the current view will download to your device.
4. Openthe CSV in Excel, Google Sheets, or another spreadsheet tool for analysis or
record-keeping.

Important:
The downloaded file reflects only the results currently shown — ideal for generating targeted reports.

Clear All Filters (Optional)

1. Click Clear Filters or Reset (depending on your interface).
2. The Summary View will return to the full 18-month payment list.

Payment history

How to view the details of a payment made to Canada Post

When you select a payment from the Summary View, a dedicated Payment Details screen opens. This
screen provides a full breakdown of the selected payment, including its core attributes and all invoices
paid by that transaction.

The information presented varies slightly depending on the payment method. All payment types follow
the same structure except for credit card payments excluding Preauthorized Credit Card which display
a reduced set of fields and include additional order-level information.
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[l viewing page s TESTTHEFIELD COMPANY (000999999)  Change

@ Read our user guide for help (PDF)

< Payment history

Payment document number - 00008888899

Payment information

Payment date Amount Clearing reference Clearing date Payment type
Oct 15, 2024 $9,489.76 150400156895 Oct 25, 2024 Online payment
) Download copy of
Payment details &, Download summary (CSV) . .
payment information
Date Document number Amount Action
Nov 28, 2024 00008888000099990000 $32.75
Invoices made under
Nov 29, 2024 00008888000099991111MM1 $22275
payment
Dec 8, 2024 000088880000999922222 $54275
Dec 18, 2024 0000888800009999333333 $36275 H Download invoice
PDF
Dec 21,2024 0000888800009999444444 $452.75
Dec 25, 2024 0000888800009999555555 $21275

Showing results 1to 6 of 1 page

Payment Header Information

1.1 For Most Payment Types (Cheque, Bank Transfer, Online Payment, Pre-Authorized
Payment)

The payment header includes:

e Payment Document Number
e Payment Date

e Payment Amount

e Clearing Document

e Clearing Date

e Payment Type

These fields provide a complete view of the transaction lifecycle, including when the payment was
received and when it was cleared.

January 2026 16
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¢ Payrsast himary

Payment document number - 00008888899

Payment dase. amount Chearing reference
Oct 15, 2024 $9,489.76 150400156895
Note:

Chearing dune Fayment type
Oct 25, 2024 Online payment

e Payments that are not yet applied to invoices will not be shown under Payment History. It will
only show in payment history when the payment is either partly or fully applied to invoices.
e In case of partial payment application (eg. Payment received $250; Payment applied to invoices

$50),

o the payment history will show $250, but the payment details will only show $50.
Payment history

== Show filters

4, Download activity (CSV)

Date Document Type Amount

Jan 14, 2026 12000140991 Bank transfer $26.80

Jan 13,2026 21400901210 Bank transfer $250.00
Payment history >

Payment document number - 214009012110

Payment date
Jan 13, 2026

Payment details

Amount Clearing reference Clearing date Payment type
$250.00 000071746740 Feb 17, 2026 Bank transfer

o+, Download activity (CSV)

Date Document Amount Action
Dec 20,2025 0000095000254794 $5.42
Dec 6, 2025 0000094000224487 $44.58

Showing results 1to 2 of 1 page

o Payment not yet applied to an invoice will show in Unpaid invoices as below:

Unpald Paid

= Show filters @

&, Download activity (CSV)

Leamn how to set up payment >

o Mot sure how to set up payment? We can help.

Date Document

Document type Status Amount Balance Actions

Jan 13,2026 214009012110

Bank transfer Available credit -$250.00 -$200.00

January 2026
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1.2 For Credit Card Payments
Credit card payments display a streamlined header, showing:

e Document Number
e Payment Amount
e Payment Type

Credit card transactions do not include clearing document or clearing date, as these do not apply to
card-based payments.

Document number - 0000BBBBE9S

Arrrust, Payment Lpe
§9.485.76 Credit card

Payment Details Section (Invoices Paid)

Below the payment header, users can review all invoices that were paid using this payment. Each invoice
entry includes:

e Date

e Document Number

e Amount

o Download Invoice PDF (clickable link)
e Download CSV (clickable link)

This section provides an itemized view of how the payment was applied across one or more invoices.

Payment details & Dosrinad sammany (CFV

Date Duumnint nuste Ament Actien

Additional Fields for Credit Card Payments

For credit card payments only, the Payment Details screen includes an additional section containing:
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e Order Number (Manifest #/Statement of Mailing #/PO Number)

e Item Number (Parcels only)

A search bar is available to help users quickly find a specific order or item within the list of paid items.

This feature is helpful when a single credit card payment covers multiple order items or multiple
purchases across a billing period.

< Payment history

Document number - 00008888899

Amount

$9,489.76

Payment details

Payment type

Credit card

@ Read our user guide for help (PDF)

Search by order number or item number Q 4, Download summary (CSV)

Date Document number Order number Item number Amount Action
Nov 28, 2024 00008888000099990000 D12345678 4737959515789452 $132.75 @
Dec 1, 2024 000024233000334333000 D12345678 684920573194860 $322.25 :
Dec 3, 2024 000034232000094790000 D12345678 9517423860051749 $442.25 :
Dec 7, 2024 000045565000092340000 D12345678 3075861948275501 $992.75 :
Dec 11, 2024 000021334500005530000 D12345678 862049731558206 $22.45 :

Dec 22,2024 000035338000054430000 D12345678 4198057629346817 $99.75 :

January 2026
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