CANADA : POSTES

POST CANADA Billing and Payment

Solutions for Small Business Customers

Billing and Payment
User Guide for Solutions for Small Business Customers
Objective

This user guide helps Solutions for Small Business Customers access Canada Post’s Billing and Payment
function where you can search, filter, and download your invoices.
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What is changing?

On July 2, 2025, Canada Post is introducing event-based billing for parcel shipments. With
this change, you will only be billed for items that are physically scanned in Canada Post's
network and you’ll no longer be required to submit label cancellation requests for items not
shipped.

This change also makes it imperative that you check your invoices for any amounts owing as
we will pre-authorize your credit card at the time of order creation, but only process
payment once we scan the item(s) in our network.

If your credit card payment fails, the amount owing will be posted to your account, and your
invoice will identify shipments we weren’t able to process payment for.

Invoices will be posted every week.

You must log into the Billing and Payment section of your online business profile at Canada Post
to view your invoices and any amounts owing.

How to log into Billing and Payments

1.

2.

Select “sign in” on canadapost.ca
Personal m Commercial Shop  Ourcompany  Support SR @@

e Shipping v Returns v Sell online v Marketing v Postal services v Tools v Q

Small business
customers get deeper
discounts

Ship for as low as $3.50 in select city centers until June 25,
2025!

Ship today

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

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

BEEEER oo eness  Owcoman  Siop Toos s Q

Register online
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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/cpc/en/small-business.page?
https://www.canadapost-postescanada.ca/cpc/en/support/kb/business/commercial-accounts/online-profiles-for-commercial-customers
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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.

(@ imooctant:Ourwebsite i be uravibie whi we pofor checued maitenance on Sy Hay H from

1200 a.m. unti 700 am Eastem Time.

=) srotboiosss  Comme Sop Owcompany  Suppont

© gy Recoving v Moneysenies v Stampsandcoins v

Receive tracking details
in real time!

Have delivery notices sent via text with your Canada Post
account.

Get track notifications

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. ]
Check your savings and

discount levels.

R ——
Inveices ‘  Switch between accounts.
B Inwolces @ oy e a7 2528 v o v‘q-\ Until January 1, 2027, existing

customers can access invoices that

[B)  Savings lovels Azmrire babnes

$22,222.22 were generated during the 18
months prior to July 1, 2025.
e View your balance and any past

L cowmsa ety £ due amount.

Toggle between paid/unpaid
invoices by selecting the appropriate
tab:

Unpaid — invoices with a balance

Paid — invoices with $0 balance

£ty gt
[Pmr——r—
—— 4 das gt
30t past semsm man

30 s s s sanm nm

Download a CSV file.

Filter and sort vour invoices.

List of your invoices (paid or
unpaid).

How to download and pay invoices

1. Select “Invoices” on the navigation panel on the left-hand side of your screen.
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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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e Home Shipping ~ Returns Mail Campaigns ~ Postal Services ~ Order History ~ Tools Q
Invoices Dj Viewing page as CA DIFFUSION INC (0001023670) Change
ER Payment history
Savings levels Invoices

2. Select the “Unpaid” tab and click on the three dots beside the invoice you want to download
and select “download PDF of invoice”.

O o s i o ey (G

Invoices

|e

$22,222.22

-—p——

3. Paythe amount owing by sending your payment through INTERAC e-transfer to
cashapl@canadapost.ca. Include your invoice number and your 7-digit Canada Post account
number in the Message field.

4. For more information on how to settle your invoices you can click on the link in the special
message box or go to Payment and invoice options for small business customers | Canada Post.
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@ Read our user guide Tor help (PDF)

Invoices

| @ our billing system changed an uly 1, 2025 ¥ou can still view a snapshot of your past invoic

Account balance
Cradit imit: $100,000.00

$22 222 22 Authorized payment: pre-authorized credit card
" .

Unpaid Paid

I= Show filters &, Download activity (CSV)

rinvoice? We can help,

How to find an Installment Plan

1. Ifyou are on an Installment Plan, it will appear in your list of unpaid invoices. Look for the
invoice 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.

Invoices

[e

$22,222.22

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”.
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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 now also 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”.

< Unpaid >F‘aid

== Hide filters @
Salact start date Salact end date
YYYY-MM-DD YYYY-MM-DD

| 2022-02-26 H | 2025-02-26
Sort by

| Invoices: Oldest

Fllter by Involce category
@ All unpaid Involces

(O Oy credits
.::'- Onily disputed Invoices

Search by Search term

| Invoice numbar v Q  Enter Invoice numbar

How to download a CSV file

Z= Hide filters @

Select start date Select end date

YYYY-MM-DD YYYY-MM-DD

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

| Irvoices: Most recent w

Filter by Involce category
© Al paid Invoices

() Only paid on account

() Only pald by credit card

Search by Saearch term

| Invoice number d Q Enter Involce number
Apply filters
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1. After selecting your filters, you can also download an excel file with the relevant data by clicking
on “Download activity (CSV)”.

Unpaid Paid

2= Hide filters @ < &, 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. Existing customers 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 for the past 18 months. This page
of archived invoices will be maintained until January 1, 2027. Any archived invoices with
amounts owing will also be migrated into Billing and Payments.

Inveices

$22,222.22

&, Dowsicad scthaty (C5K)

2. Alist all invoices dating back 18 months will be available.
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R LR T ————

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 questions about your invoice or account, please call 1-877-262-5762.

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 ~

Invoices

B3 Payment history

Invoices

The Summary View will appear by default, displaying up to 18 months of past payments.
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@ Read our user guide for help (POF) Expand filters

Payment history

= Show filters &, Dewnload summary (C8V)

\ Download CSV copy

[Crate Document nurmber Type Amaunt
Mewe 28, 2024 AT20901EEI046 Ondire bill payrment £.4B0TE
Now 20, 2024 COFABATSEN0 Pre-authorized credit card $4ETATE
Click for detail view
[ec 1, 2024 aaiETodanEar  <@— Pea-authosizsd.debit card $3.47075
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
Dec 11, 2024 SE2T40186320 Cheque $22 42076
Drec 16, 2024 A3ME4975204 Bank transfer $3480.22
[rer 18, 2024 IEEE04TIE 2 Payment with remittance SLAETE I n d | cates M |grated
p—— P payment from old
billing system
Dae 22, 2024 3400192TEENL £ Payment £2, 22078

Key capabilities at a closer look
e C(Click on the filter icon to expand

Payment history

ok, Devwmiesad sumssary (51

St pagmants

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.
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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 e 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.

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

s ~\

Payments: Most recent »

Payments: Most recent

Payments: Oldest

Payments: Highest

Payments: Lowest

June 2025 10
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Filter by Payment Type

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

o

o 0O O 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).

June 2025

11



CANADA POSTES .
- Billing and Payment

POST CANADA . .
Solutions for Small Business Customers
I All types ~
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.

June 2025 12
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Payment history

3. ACSV 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, which display a reduced set of fields and include
additional order-level information.

June 2025 13



CANADA POSTES

Billing and Payment
Solutions for Small Business Customers

CANADA

n" Viewing page a5 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:

¢ Payment Document Number
e Date

e 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.

-
Payment document number - 00008888899

Payment date Aot Clearing reference Chearing dote Payment cype

Oct 15, 2024 $9,48976 150400156895 Oct 25, 2024 Online payment

June 2025 14
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Note:
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 S50.

Payment history

&, Download activity (CSV)

= Show filters
Date Document Type Amount
Jan 14, 2026 H2000M40991 Bank transfer $26.80
Jan 13, 2026 21009012110 Bank transfer $250,00
Payment history >

Payment document number - 214009012110

Payment date Amount Clearing reference Clearing date Payment type
Jan 13, 2026 $250.00 000071746740 Feb 17, 2026 Bank transfer

Payment details &, Download activity (CSV)

Date Document Amount Action
Dec 20, 2025 0000095000254794 $5.42
Dec 6, 2025 0000094000224487 34458

Showing results 1 to 2 of 1 page

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

Unpaid Pald

== Show fitters @ &, Download activity (CSV)

o Not sure how to set up payment? We can help.
Learn how to set up payment »

Date Document Document type Status Amount Balance Actions

Jan 13, 2026 214009012110 Bank transfer Ayailable credit -$250.00 -$200.00

June 2025 15
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1.2 For Credit Card Payments

Credit card payments display a streamlined header, showing:
e Document Number
e Amount

e Payment Type

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

Dc;ct.l.r-ne.nt number - 00008888899
sosors Crodit 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

¢ Amount

e 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 & Dommisd sammary (G5

Dats Dusumnd L sl Aot Akien

Additional Fields for Credit Card Payments

For credit card payments only, the Payment Details screen includes an additional section containing:

June 2025 16
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e Order Number
e Item Paid Number

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

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 itermn 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 12345678 684920573194860 $322.25 :
Dec 3, 2024 000034232000094790000 D12345678 9517423860051749 $44225 E
Dec 7, 2024 000045565000092340000 D12345678 3075861948275501 $992.75 E
Dec 11, 2024 000021334500005530000 D12345678 B862049731558206 $22.45 E
Dec 22,2024 000035338000054430000 D12345678 4198057629346817 $99.75 E
June 2025 17



