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&) How to Log Into PitneyShip Pro
Link to the Application - pitney bowes @J)

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

Sign In

If you forgot your password, click in the ‘Forgot your Sk
password’ icon and follow the instructions to reset it. guildmortgage@postaladvocate.com @

Password

u Show

Forgot your password?
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Add New Users

ﬁb,-; PitneyShip®Pro Shipping&Mallng  Supplies  Support. USPS Postage: 530454 @) {é‘} Postal Advocate

SendPro Mailstation [EERIPUCIECEEM Stamps  CertifiedMail  ShipOrders & Get Started Shipping & Mailing My Settings

Admin Options AddressBo:/ 1 CI'Ck on Settings {é} then

PrntOpos ‘users’
Label Options Cost Accounts
a
4 Stamp Options My Devices
. My Packaging Carriers
E‘ Customs Options Divisions and Locations
\ Payment Methods Roles
Email Notifications General Preferences
Create Shipping Labels Return Labels Business Rules
SCAN Forms & Manifests Notifications and Templates
Preferences Custom Fields
Postage Refills
Additional Surcharges
Enter chinment trackinn nimher e iark 1 e
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b} PltneySh|p® Pro | shipping&Mailing  Supplies  Support

Client Setup

Divisions and Locations

Carriers

Cost Accounts

Roles

Users

Users

GUILD MORTGAGE COMPANY (sa90e4fb)

Divisions Locations

Select Division(s v Select Location(s)

Oadduser |dimportusers & Export  Import/Export Status

ACCESS
LEVEL
(ENTITIES
NAME EMAIL STATUS ROLES LOCATION UPDATED BY COUNT)
Krista May krista. may@guildmort  INVITED USER... 2976 Cherry Creek guildmortgage@posta  User S ¢ o
gage.net ladvocate.com
Amanda Stephens astephens@guildmort  INVITED USER... 4410 Stanford guildmortgage@posta  User S C @
gage.net Wilmington ladvocate.com
Kelly Wehr kwehr@guildmortgag ~ ACTIVE USER.. 4401 CC Fishers guildmortgage@posta  User S m
enet ladvocate.com
Antony Naples tnanles@auildmorioa  INVITFD LISFR 4395 Chattanoona  auildmorinane@nosta  llser V-2 R B

Add New Users

USPS Postage: $30454 @ {‘é}

AlUsers» () Search

Postal Advocate

2. Click in ‘add user’
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Add User

FIRST NAME

X

LAST NAME

DISPLAY NAME

(®) Active

ADMIN ACCESS LEVEL

(@ User () Enterprise (7) Division (7) Location

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.

Add User X

EMAIL ASSIGN ROLES

‘ Select Role(s)

oQ
@ Active [J ADMIN
[J USER
ADMIN ACCESS LEVEL [J USER

(® User () Enterprise (O) Division (7) Locatior [ USER
[J REGIONAL ADMIN

ASSIGN ROLES

2 Assign the role
for the user.

S / @
SELECT LOCATION

6. Select the
location you want

Default - 0021 Finance - Corporate

A/ Defauk- 2021 Porand

Default - 2018-Northwest Portland

Defautt - 1000 South Portland

Defautt - 1030 San Diego

Default - 1260 San Marcos

 ~ to add the user to.
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Add User X

ADMIN ACCESS LEVEL

(® User (O) Enterprise (7)) Division (7) Location

ASSIGN ROLES

USER v

SELECT LOCATION

1260 San Marcos -
COST ACCOUNTS
\ Select Cost Account(s) -

SELECT DEFAULT COST ACCOUNT

‘ Select Default Account v

/

Add New Users

0021 Finance

| 1000 South Portland

1001 Sales
1030 San Diego
1260 San Marcos

1370 Paden

AEND Rillinmn
‘ Select Cost Account(s)

7. When adding a user you can select the
cost account (s) you want the user to be tied

0021 Finance

1000 South Portland

1001 Sales

\ 1030 San Diego

1260 San Marcos

1370 Paden

AEN2 Rillimme
Select Default Account

to. Click on the drop down on ‘Cost

"~ Accounts’ and ‘Select Default Cost Account’
and choose from the available cost accounts
from the list.

Click ‘save and close’
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Update existing users’ information

1. In users, search for the user
PitneyShip®Pro | stippingsmaiing  Supplies  Support UsPsPostage: $30454 @ g} Postal Advocate you want to update the
information for. You can only
Users search by their email.

Client Setup GUILD MORTGAGE COMPANY (sa90e4fb)

Divisions and Locations Divisions Locatiens l 2 . CI ic k o n t h e led it b utto n’ &

Cartlers Select Division(s) v Select Location(s) v
Cost Accounts OAdduser LimportUsers DExport Import/Export Status AllUsers |Q  Search
Roles ACCESS
LEVEL Edit User X
Users (ENTITIES
NAME EMAIL STATUS ROLES LOCATION UPDATED BY COUNT) il - .
e L 3. Edit th
- 8 . Eait the
Krista May krista. may@guildmort  INVITED USER 2976 Cherry Creek guildmortgage@posta  User & C B v
gage.net ladvocate.com way i nfo rm at i on fo r t h e
s
Amanda Stephens astephens@guildmort  INVITED USER 4410 Stanford guildmortigage@posta  User & ¢ o [Wew d h I H k
: L user and then clic
gage.net Wilmington ladvocate.com
= z = ‘ ’
PitneyShip®Pro | shipping&Mailing  Supplies  Support USPSPostage: 530454 @ {8 Postal Adv save a nd C|Ose .
Users
Client Setup. GUILD MORTGAGE COMPANY (5290e4fb)
Divisions and Locations Divisions Locations '
— Select Division(s) - Select Location(s) -
Cost Accounts ©AddUser ok importUsers DExport Import/Export Status AllUsers»  (Q  kristamay@guildmorigage. @ IRZEIEH
Roles AGCEES
LEVEL
Users {ENTITIES
NAME EMAIL STATUS ROLES LOCATION UPDATED BY COUNT)
Krista May krista. may@guildmert  INVITED USER 2976 Cherry Creek guildmorigage@posta  User
gage.net ladvocate.com




&) EostalAdvocate Remove Users/ Make inactive

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. 1. Inusers search for the user
. ’
b Pitneyship*’Pro shipping & Mailing ~ Supplies  Support USPSPostage: $30454 @ % Postal Advocate you wa nt to make inactive.
You can only search by their
Users ;
Client Setup GUILD MORTGAGE COMPANY (s390e4fb) email.
Divisions and Locations Divisions Locations / 2. Click on the ’pencil ’ 0
Catigis Select Division(s) v Select Location(s) v
Cost Accounts Oadauser importUsers DExport Import/Export Status ><.'a|ums~ Qw 3. CIiCk the inactive button On
Roles Ed.t ) ACCESS . .
e the users' profile and click
Users (ENTITIES.
" save and close.
’ Postal Advocate u Eag:@posta User $ C B
LasT NANE mamss va [7]c s | 4. Agreen box will show on the
User i i i
\ \ o Y top rlgh'F letting you know if
the profile was updated
Postal Advocate User ‘ successful Iy l
guilduser@postaladvocate.com x
i @ Success

/ User updated successfully.
(O Activg @ Inactive
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MEmem Deleting Users that have not logged in

[LD PitneyShiPHPro Shipping & Mailing  Supplies  Support USPS Pastage: 530454, @ {g} Postal Advocate

Users
—— e S 1. In users, search for the user
you want to delete. You can
S S — only search by their email.
Carriers Select Division(s) v Select Location(s) v
e i e g 2. Click on the ‘delete button’| @
Roles ACCESS
Users IL:J:;EI:'IES
NAME EMAIL STATUS ROLES LOCATION UPDATED BY COUNT) . .
3. The pop up will as you if you

are sure you want to delete
the user, click ‘Delete’ to
confirm.

Delete User
Are you sure you want to delete the user Krista May?
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Update addresses for branches

e ; . . ¢ . ),
) P|tneySh|p®Pro Shipping & Mailing  Supplies  Support USPS Postage: $30454 @ {g} Postal Advocate 1. Click on SEttlngS
Lo ) Shipping & Mailing My Settings
Divisions and Locations
Client Setup GUILD MORTGAGE COMPANY (s290efb) fan AR ek . R
2. Click on ‘Divisions and
Print Options Users . )
Locations
Divisions and Locations Divisions and Locations Label Options Cost Accounts
Cartiers ~ Stamp Options My Devices |
OAddDivision @ Add Location  Import & Export  Jobs Status ) ) h
CostAccoutts . My Packaging Carriers /
" > Defaut(167) Custons Opions 0o B
oles
Payment Methods Roles
Users
Email Notifications General Preferences
Return Labels Business Rules
SCAN Forms & Manifests Notifications and Templates
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Update addresses for branches

(®) PitneyShip®Pro | swmgasing  swples  Spor PSPt S0054 © 33 posal Adocat 3. In Divisions and Locations,
search for the location/branch
Divisions and Locations you want to update the
Client Setup GUILD MORTGAGE COMPANY (sa90e4fb) information for. You can only
search by the branch name.
Divisions and Locations Divisions and Locations
Carriers /
OAddDivision @ AddLocation Mimport  MExport  Jobs Status Q search
Gl 4. Click on the ‘edit button’
Vv Default (167) [+~ |
Roles
NAME ACCOUNT NUMBER ADDRESS RETURN ADDRESS
Users
0021 Finance - Corpor... 0017076271 5887 Copley Dr — &
San Diego.%Agzﬂ‘l?%G — x n
2021-Portiand 0018536750 10260 SW Greenburg Rd ' — I E oo 5. Edit the information for the
R 1 1 § branch and click ‘Save and
2018-Northwest Portland 0018536781 9755 Sw Bames Rd it icso 6 Close’
Pomand. OR 97225 | 921117906 | San Diego | California '|
1000 South Portland 0018483734 24 Christopher Toppi Dr | reowsnamitmnsga | === | o
Use same address for retums
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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.

enterprise®Advocate

PLEASE READ CAREFULLY AND FOLLOW THE PROMPTS TO AVOID DELAYS

Guild

General Information To Get Started

pany Name

nnnnnn




