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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? 
 

• 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. 

• 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. 

• 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. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 
 
 
 
 
 
 

If you receive an error message when trying to access the Billing and Payment section, you may 

not be set up properly. Please contact Credit Management Group at 1-800-267-7651. 

*Image may not be exactly as shown 

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
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If you log in from the Canada Post website 
 

1. Select “sign in” on canadapost.ca 

 

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”. 

 

 

 

 

 

 

 

  

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. 

 

 

 

 

 

 

https://www.canadapost-postescanada.ca/cpc/en/commercial.page?
https://www.canadapost-postescanada.ca/cpc/en/support/kb/business/commercial-accounts/online-profiles-for-commercial-customers
https://www.canadapost-postescanada.ca/fam-gcf/en/billing-and-payments/invoices
https://www.canadapost-postescanada.ca/fam-gcf/en/billing-and-payments/invoices
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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. 

 

 

 

 

 

 

 

 

 

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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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: 

• click on the dots beside the invoice you want to pay 

• select “pay” from the drop down menu 

• you can also download a PDF of your invoice from this dropdown menu 
 

  

To pay multiple invoices online: 

Toggle between paid/unpaid invoices 
by selecting the appropriate tab: 
  Unpaid – invoices with a balance 
  Paid – invoices with $0 balance. 

Until January 1, 2027, existing 
customers can access invoices that 
were generated during the 18 months 
prior to July 1, 2025. 

List of your invoices and 
adjustments (paid or unpaid) 

Download a CSV file 

Filter and sort your invoices  

Switch between accounts 

View your balance, any past due 
amount, and your credit limit. Any 
disputed amounts and your 
authorized payment method may 
also appear here. 
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• click on the box beside the invoices you want to pay 

• select “pay” 
 

 

 

 

 
 

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. 

 

 

 

 

 

 

 

 

 

 

If there are no credits available to apply, the screen will appear without credit selection. 

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. 

https://www.canadapost-postescanada.ca/cpo/mc/assets/pdf/business/40-070-055E%20(23-01).pdf
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Click on “Pay now” to complete payment. 

 

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. 

 

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. 

 

https://www.canadapost-postescanada.ca/cpc/en/support/kb/business/commercial-billing/pay-your-commercial-account
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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”. 

 
 

2. Select the date range (up to 36 months for unpaid invoices and 18 months for paid invoices) and 

filter options. You can: 

• Sort by: 

o Most recent invoice 

o Oldest invoice 

o Lowest balance 

o Most current balance 

• Search by:  

o Invoice number 

o Invoice amount 
 

You can filter based on the type of invoice: 

• For unpaid invoices: filter by all invoices, credits, or invoices with disputes 

• 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”. 
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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)”. 

 

 

 

 

 

 

 

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. 

 

 
 

 
 

2. A list of all invoices dating back 18 months from July 1, 2025 are available. 
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Select a date range up to 18 months 
before the current date. 
 

Download individual invoices by 
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. 

mailto: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.  

 

 
 

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

 

  
 

Expand filters 

Download CSV copy 

Click for detail view 

of a payment 

Indicates Migrated 

payment from old 

billing system 
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Key capabilities at a closer look 

• Click on the filter icon to expand 

 

 
 

Search for Payments by Date Range 

1. In the 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. 

 
 

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. 



Billing and Payment - User Guide 
Commercial Customers 

January 2026 13 

Note: 

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

 

 

Filter by Payment Type 

1. Open the Payment Type filter panel. 

2. Select one of the payment types from the list:  

o Cheque 

o Bank transfer 

o Credit card 

o Online payment 

o Pre-authorized payment 

o Pre-authorized credit card 

o Online bill payment 

o Payment (Migrated from old billing system) 

o Payment with remittance (Migrated from old billing system) 

o 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). 
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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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3. A CSV file containing the current view will download to your device. 

4. Open the 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. 

 
 
 

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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Payment Header Information 

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

The payment header includes: 

• Payment Document Number 

• Payment Date 

• Payment Amount 

• Clearing Document 

• Clearing Date 

• Payment Type 

These fields provide a complete view of the transaction lifecycle, including when the payment was 

received and when it was cleared. 

Payment information 

Download copy of 

payment information 

Invoices made under 

payment 

Download invoice 

PDF 
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Note:  

• 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. 

• 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. 

 

 
 

o Payment not yet applied to an invoice will show in Unpaid invoices as below:  
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1.2 For Credit Card Payments 

Credit card payments display a streamlined header, showing: 

• Document Number 

• Payment Amount 

• Payment Type 

Credit card transactions do not include clearing document or clearing date, as these do not apply to 

card-based payments. 

 
 

Payment Details Section (Invoices Paid) 

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

entry includes: 

• Date 

• Document Number 

• Amount 

• Download Invoice PDF (clickable link) 

• Download CSV (clickable link) 

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

 
 

Additional Fields for Credit Card Payments 

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

• 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. 

 
 


