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How to Log Into PitneyShip Pro

Link to the Application –

With this link, enter your username and password and click 
‘Sign In’ 

If you forgot your password, click in the ‘Forgot your 
password’ icon and follow the instructions to reset it. 
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Add New Users

1. Click on settings            then 
‘users’
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Add New Users

2. Click in ‘add user’
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Add New Users

3. Enter user first 
name, last name and 
email. 

4. Select Admin access 
lever. Regular user, 
enterprise user, 
division or location. 
Most users are setup 
as user only. 

5. Assign the role 
for the user. 

6. Select the 
location you want 
to add the user to.
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Add New Users

Click ‘save and close’ 

7. When adding a user you can select the 
cost account (s) you want the user to be tied 
to. Click on the drop down on ‘Cost 
Accounts’ and ‘Select Default Cost Account’ 
and choose from the available cost accounts 
from the list. 



8

Update existing users’ information
1. In users, search for the user 

you want to update the 
information for. You can only 
search by their email. 

2. Click on the ‘edit button’

3. Edit the 
information for the 
user and then click 
‘save and close’.
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Remove Users/ Make inactive

1. In users, search for the user 
you want to make inactive. 
You can only search by  their 
email. 

2. Click on the ‘pencil ’

3. Click the inactive button on 
the users' profile and click 
save and close. 

4. A green box will show on the 
top right letting you know if 
the profile was updated 
successfully. 

If users are active in PSP, you do not want to delete them, you will update their 
profile to inactive. That way you do not lose data and reporting for them.
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Deleting Users that have not logged in

1. In users, search for the user 
you want to delete. You can 
only search by  their email. 

2. Click on the ‘delete button’

3. The pop up will as you if you 
are sure you want to delete 
the user, click ‘Delete’ to 
confirm.
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Update addresses for branches

1. Click on ‘settings’

2. Click on ‘Divisions and 
Locations’
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Update addresses for branches

3. In Divisions and Locations, 
search for the location/branch 
you want to update the 
information for. You can only 
search by the branch name. 

4. Click on the ‘edit button’

5. Edit the information for the   
branch and click ‘Save and 
Close’
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Internal Guild Mortgage Support
For New Branch Setups, Closing Branches, Branches moving from Region to Region please submit a case through 
our Internal Guild Mortgage Support link below -
https://www.postaladvocate.net/index.php?/landingpage/Guild

Select the kind of support you need, enter the information on the right and then hit next.  A case will be created, 
you will get an email confirming the case number, and Postal Advocate will reach back within 24 hours to help 
resolve the issue.


