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How to Log Using the Single Sign On Feature

 Link to the Application -
https://rollins.sendproenterprise.com/Composer/Runtime/Index/Desktop%20App

(This should work with Single Sign On) — If it asks you for a username and
password, you may not be set up properly. Have your RAA submit a case through
our portal to make sure your credentials are entered properly

NOTE: If you do not have access to the application postal advocate will need
authorization from your RAA to be added.
Information needed to add a user is:

- Full Name

- Phone Number

- Emall

- Employee Number
-  Branch Number



How to Ship a Package

58 & 2 v
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SendPro® Enterprise WyApps | Sefings Help Logout
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Ship a Package SendPro Enterprise Support Information
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How to Ship a Package

® 5 @ = e
SendPro Enterpnse Home My Apps Favorites Localization Settings Help Logout
ShipTo ShipFrom Bill To  Importer of Record - ing and Additional Package Manager
Single Recipient a Bulk List Cost Center Required « Company Code Account Code 1 / 1
a a
Attention Shipper Reference Reference 1 Reference 2 < >
Company »
Package History CLONE
Address «
Weight (Ib) Dimensions (in) Carton Selection CLEAR
Ib oz WEIGH 1 w h ~
[ Residential
§ DELETE
e S Delivery Confirmation Content Type
- ~ ~ SPECIAL SERVICES
Zip Country » Shipping Notes Content Description
UNITED STATES ~
VALIDATE
Phone «
Email
S ——————— i Z Reset All
Save as new address book entry
[J Request email notification when delivered e —— S—
Quantity $ Unit of Measure s % Description % Weight (Ib) % Value (USD) s
+ADD ROW

Address Book

Search for a contact

SEARCH i | Al Addresses ~ NEW CONTACT

“ Address = City “ State =
7034 CORPORATE DRIVE
790 ENTERPRISE DRIVE

Type | Aftention ~ Company Country =
us

us

@  AttBranch Manager OR...

Rollins Inc INDIANAPOLIS

LEXINGTON

IN
KY

@  AttBranch Manager OR..

Rollins Inc

@ |AttBranch Manager OR...

Rollins Inc 185 BLUE ANGEL LANE  BEAVER wv us

@  AttBranch Manager OR_.. Rollins Inc 5251 COMMERCE PAR.  PARMA OH us

@ | AttBranch Manager OR... Rollins Inc

6940 W SNOWVILLE RD
971 BUSSE ROAD

BRECKSVILLE
ELK GROVE VI...
AURCRA

OH
L
L

us
us

@  AttBranch Manager OR...

Rollins Inc

@ |AttBranch Manager OR...

Rollins Inc 2260 CORNELL AVENUE us Wiew

@  AttBranch Manager OR... Rollins Inc 5840 NLINCOLN AVE  GHICAGO L us View

@ | Att Branch Manager OR.. Rollins Inc 46413 CONTINENTALD. .

3769 COMMERCE COU...

CHESTERFIELD
WAYNE

Ml
Ml

us
us

@  AttBranch Manager OR... Rollins Inc

l 9

2| | IMPORT | | MANAGE BULK LISTS CANCEL

PostalAdvocate

MAIL MADE EASY

To select an address that is
saved in the address book.

To save a new address into
the address book.

Enter emails to notify of
package delivery.

Select an address
and click ok.
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How to Ship a Package

Allows to manually select a carrier or service. Within this list is an

alternate rate group titled "Your Brown Box." This rate group includes
options for rate shopping large or heavy items which are not included in

Cost center is predefined by
user. Cost Center = Branch

. o Number
the default "Envelope or Pack” option.
. ] o i
SendPrD@ Enterprlse Home —59'\:&5 Localization Ee??::s —?c Logout
Ship Ta Ship From BillTe  Imperter of Record - Carrier Package Package Manager
Envelope or Pack | B w0 -
Single Recipient a Bulk List 1 71
Attention = Accounting and References  Adgtional References < >
Att Branch Manager ORKINSTS & 2 —= e V4 ompany Code Account Code + ADD
Campany « 3380 ﬁ a a
Fellins Ine Shicoas =PLPETEN eference 1 Reference 2 ELONE
fedress Enter Weight
7024 CORPORATE DR
Select if it'sa —
residentiaf g sidenial Package Histary
City = State =
address NDIANAPOLIS MDIAMA - et // imensions (in) Carton Selection
= . I 0Z 5 WEIGH [ W h A4
ip Country
45278-1037 UMNITED STATES w L ntent Type
x o SPECIAL SERVICES
We could not validate this address but have found this
Stamative Content Description
7034 CORPORATEDR
Phone « INDIANAPOLIS
IM
4042882585 462781937
— us ©r Save Favorite
- ) ¥ Reset All
[[] Save as new address book entry
Packages: 1 Weight: 0 b, 5.00 &= Cost: 7.40 usn
Quantity % Unit of Measure 2 Part £ Description 2 Weight (Ib) + Value (USD) -
< 1 1 > + ADD ROW
When entering the ship to address, make sure to click “validate”, this will allow the
address to be validates by the postal office database to make sure it's the correct
A ..PNP.MSDE EgvaAdvocate address. If you do not validate and the address is incorrect you will get charged a gl Ears

carracrtinn fae hy thea fcarriar




How to Ship a Package

There 2 views to
see rates
depending on the
one you select.

Rate Shop

Ship on:
03/09/2021

Deliver By:
MM/DDIYYYY

HH-MM PM 5 DAYS

MNEXT »

= Price &

Carrier = Service = Package = Guaranteed =

Priority Mail Flat Rate Envelope 3 zo End of Day 740

Priority Mail Legal Flat Rate Envelo... 3/11/2021 End of Day 7.70

Priority Mail Padded Flat Rate Enve 3/11/2021 End of Day 8.00

3/11/2021 9.53

End of Day

Priority Mail Large Envelope

FedEx Standard Overni__ 15.14

FedEx® Envelope 3foszo21 End of Day

FedEx Express Saver® 16.76

FedEx® Pak 3nzrzo End of Day

17.69

FedEx® Pak End of Day

FedEx 2Day® 3Mzo

FedEx Priority Overnig._. FedEx® Envelope 3afo/zo21 12:00 18.02

19.31

FedEx® Pak 3nvzon 12:00

FedEx 2Day® A M

Rate Shop

Ship On: Deliver By:
03/09/2021 MM/DDIYYYY HH:MM PM |

5DAYS NEXT »

Sun 0314

Thu 03/11

Tue 03/09 Wed 03/10 Frin3/12 Sat03/13 Mon 03/15 Tue 03/16

FedEx FedEx

= ==
FedEx Priority Overnight® | FedEx 2Day® A.M.
FedEx® Envelope FedEx® Pak

18.02 uso 19.31us0

Priority Mail Express
Flat Rate Envelope

The + sign in the calendar

FedEx

; FadEx Standard Overnight® FedEx Standard ;:iﬁ; EndofDay 1514
view means there are more e e
FedEx Standard ~ FedEx® Fak EndofDay  28.00

Overnight®

than 1 service for the same
carrier for the same day.

POMSDEtE?J Advocate January 15, 2025
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How to Ship a Package

Deliver By:
03/09/2021 MM/DDYYYY HH:MM PM i 5 DAYS NEXT »

Tue 03/09 Wed 03/10 Thu 03/11 Fri 03/12 Sat 03/13 Sun 03/14 Mon 03/15 Tue 03/16

FedE x
[

FadEx Priority Overnight®
FedEx® Envelope
18.02usp

Priority Mail Express
Flat Rate Envelope
22.75us0 +3

Priority Mail FedEx Express Saver®
Flat Rate Envelope FedEx® Pak
7.40usp +4 ) 16.76usD

Guaranteed delivery on Fed:x FedEx Priority Overnight®

3/10/2021 Noon FedEx® Envelope Lo i CONFIRM RATE

Rate selected

@ MRASDEtEQJ Advocate January 15, 2025
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How to Ship a Package

SendPro® Enterprise

-~ o

Localization

@ O

Help Logout

Ship To  Ship From Bill To  Importer of Record - Accounting and References  Additional References Package Manager

Single Recipient C’ Bulk List Cost Center Reguired = Company Code Account Code 1 /1

3390 Q Q

Attention = Shipper Reference Reference 1 Reference 2 < >

Att Branch Manager ORKIN484 & 9 + ADD
Company

Rollins Inc Package History CLONE

Address » I .
185 BLUE ANGEL LANE Weight (Ib) » Dimensions (in) Carton Selection CLEAR Clle to Pr|nt

Ib 5 [o74 WEIGH | w h N Labe|
(] Residential ) . DELETE
City « State « Delivery Confirmation Content Type
v v

BEAVER WEST VIRGINIA A SPECIAL SERVICES

Zip Country Shipping Notes Content Description

25813 UNITED STATES hd RATE

VALIDATE
Phone
4048882586
- tr Save Favorite
Email

branch424@rollins.com

|:| Save as new address book enfry

|:| Request email notification when delivered

Quantity 5 Unit of Measure + Part Number

Packages: 1

%+ Description

Weight: 51, 0z

4 Weight (Ib) $ Value (USD)

Cost: 18.02 usp

-
-

stalAdvocate

< 1

+ADD ROW

January 15, 2025




How to Ship a Package

If the “RATE” button is greyed out when you are shipping a package, please make sure all the red
flagged required fields are completed. If not, it will not allow you to rate a package.

Incomplete

required field. - == Q - ot © 0

SendPro® Enterprise L : . _ .
Ship To Ship Frem  Ball To mporTer / - Accounting and References  Addinional Refeences Package Manager

Single Recipient a Bulk List

AN «

ARl Branch Mafager CREINSTE
AT

[ : | IR rustor CLONE

Addreas s

Cost Center Aequired « Company Code Account Code 1 .
3380 E | a i

Shipper Reference Reference 1 Reference 2

- - 2 = mf ; .
TO34 CORPORATE DRIVE bl 2 e = e GCLEAR
b 1 OF EIGH | w h L
Ressgentia .
I_:I Deldivery Confinmaticn Content Type DELETE i
ALy =1 L .
2 Cia ACES
INDIANAPQLIS INDIAMA o - i SPECIAL SERVICES ;_,.- J
Zip Cionantry = Shipping Notes Connent Description 7y
45278 UMITED STATES [+
WALIDATE
Phdie .
40458525346
o 1r Sawve Favorite
Em
e Re all
bif @anc b 5T EGralling & om e RESEt
[[] save as new sdcness book entry
[[] Request email neailicaion when delivered Packages: 1 Weight 1 m, 0 e ot
CQuanisty & Unit of Measure ¥ Part Mumber ¥ Description ¥ Weighs (i) & WValoe (USD) i
1 LI + ADD ROW

PostalAdvocate

MAIL MADE EASY
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How to See Shipping History and Void a Shipment

SendPro® Enterprise

Welcome, Melisa Rodriguez Support Links

Technical Support
s > c
Ship:a Rackage o SendPro Enterprise Support Information
Mail Hour f Oper.
Print Stamps > ailroom Hours of Operation
e >
View Shipments >

Link to online help

Review the End User Licence Agreement

@ <3

Messages
® H &
3
SendPro® Enterprise e - .
Ero ]a‘e To
I 02/10/2021 031072021
Search for Package
: ag
[ Orderd#, tracking# or keyword Reset All
Date % Order # ¥ S0# Tracking/PR.. & Carrier * Service Attention To Address Shipment Status
2021-03-09 784559302800  FedExWeb Ser.. FedEx Standar.. RLBX 74038% 5050 KINGSLE..  In Transit
2021-03-09 940550989864 PB Shipping AP.. Priority Mail FIFTH THIRD B 5050 KINGSLE..  In Transit
2021-03-09 040550980864 PB Shipping AP...  Priority Mail FIFTH THIRD E... 5050 KINGSLE...  In Transit
2021-03-09 784536221732  FedExWeb Ser.. FedEx Standar.. RLBX 740583 1. 5050 KINGSLE..  In Transit
2021-03-09 784534707052  FedEx Web Ser..  FedEx Standar.. RLBX74058% 5050 KINGSLE...  In Transit
2021-03-09 940550989864 PB Shipping AP... Priority Mail SHARON SULLL... 50 HEARD LN Voided @
2021-03-08 784499520427 FedEx Web Ser..  FedEx Standar.. RLBX 740589 5050 KINGSLE.. Delivered
2021-03-08 940550989864.. PB Shipping AP... Priority Mail BRANCH MAN... 354 CIVIC RD In Transit
< 186 >

%) PostalAdvocate

L

Select

L shipment
you want to
void

January 15, 2025 11




How to See Shipping History, Track and Void a Shipment

® ; o o
SendPro® Enterprise e — e
Date From Date To Shipment Status + SHOW RESULTS
02/10/2021 03/10/2021 All ~
Search for Package
Order#, tracking# or keyword SEARCH Reset All
Shipment Details Charges Documents Addresses 4 Package Details Charges Tracking History  Proof of Delivery 4
Ship Address: RLBX 740589 Ship From: Rich Cole Attention To: RLBX 740589
Fifth Third Bank Rollins Inc Fifth Third Bank
5050 KINGSLEY DR 4114 FIELDSTONE RD SUIT... 5050 KINGSLEY DR
TMOCTN CHAMPAIGN 1MOCTN
CINCINNATI IL 61822-8801 US CINCINMNATI
OH 45227-1115US OH 45227-1115US
QOrder #: Shipping Cost: 9.87 USD Tracking/PRO #: 784559302800 Shipping Cost: 9.87 USD
PO #: Accessorial Cost: 0.69 USD Package ID: 159 Accessorial Cost: 0.69 USD
Shipment ID: 158 Other Cost: 0.00 USD Weight: 0.20625 LB Other Cost: 0.00 USD
Carrier: FedEx Web Services Total Cost: 10.56 USD B Reference 1: Total Cost: 10.56 USD
Carrier Service: FedEx Standard Overnight® Reference 2:
Shipment Weight: 0.206249997019767 26 Shipment Status: In Transit Reference 3: / Package Status: In Transit
LB
VOID SHIPMENT | RE-PRINT DOCUMENTS RE-PRINT LABEL TRACK PACKAGE
Packages in Shipment: Items in Package:
Package ID Attention To Receiver Phone Tracking No. Status Part Number Quantity Description Unit Price Total Price
159 RLBX 740589 2196604704 784559302800 In Transit There are no contents level items to view.
< 1 1 ’ < 1 1 >

@ MPNPM.SD;tgAaJ Advocate January 15, 2025
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How to Print Stamps

SendPro® Enterprise Pt

Welcome, Melisa Rodriguez Support Links

y o Technical Support

Shi
Ny a Rackage SendPro Enterprise Support Information

Mailroom Hours of Operation

Print Stamps >
View Shipments >

Link to online help

Review the End User Licence Agreement

Messages

PostalAdvocate

MAIL MADE

o]

Settings

January 15, 2025

13



How to Print Stamps

Serial # from the stamp

. ] ] I
SendPro® Enterprise _sheet located in the upper . B x| 9 | O
right corner.
Roll Stamp Details History
Sheet Preview N Service Pacrage TXiTE GETVICES  GraMp COST ;
b1 oz First Class Mail v | | Letter v||wADD @] 0.57TUSD &
Serial Number/
|AYU565 £ U| Quantity Service Package Extra Services Stamp Cost
b2 oz First Class Mail v | | Letter v |waDD @] 0.71USD &
p— p— — - = + ADD STAMPS . H
T Note: The next time
Lo the same serial # is
Z‘EE :“%E :I;_‘r! :‘;_1,! ;
SHENEMEN used to print

additional stamps
the system will
know to print on the
10 position.

4

Accounting and References

Cost Center Required * Company Code Account Code
. : 3390 E Q Q
Order Stamp Sheets
Shipper Reference Additional Reference

& TEST PRINT PB Shipping API - USPS v

RESET Total Cost: 5.39 USD

A 4

Predetermined

v

Recommend to do a test :
Provides the sum i

print first on a white sheet of of the stamps to Sprr]'géftamp

paper so that you align your print.

printer correctly to the stamp

sheet.

January 15, 2025 14
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What to do if you get a blank screen when
trying to print stamps?

Below is the directions in the setting that need to be changed:
* Go into settings on Chrome.

* Privacy- security- site settings- scroll down to additional content
settings- option for PDF documents- select open PDF in chrome
instead of downloading it.

* Once you change the PDF selection, please close, and reopen
browser and try again.

MEpﬂsp:cngdvocate January 15,2025 15




How to Send Certified Mail/Proof of Malling

(1] i+ |
. Lo
Sendpr0@ Enterprlse .. Q 0 Q
Welcome, Melisa Rodriguez Support Links
Technical Support
>
Ship & Package QO o Enterprise Support Information
Print Stamps 3 Mailroom Hours of Operation:
Certified Mail b
View Shipments »
Link to online help
View Reports 5 Review the End User Licence Agreement

Messages

January 15, 2025 16
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How to Send Certified Mail/Proof of Malling

SendPro” Enterprise : = & b ©
p Enter Stamp Sheet Serial Home My Apps Settings Help Logout
Number Click “Extra
Roll Stamp Details  Histary Services
Bropdown
Sheet Preview Quantity Weight * Service Package
5 0w b |1 oz First Class Mail | | Letter
|AAA123 El + ADD STAMPS Certified Mail (Form 2800 required
Check
* . “Certified Mail” Return Receipt (Form 3811 requirsc
ETRET TR and “Return
Receipt”
[ e L =l — SR - Bl
M AN TR R LA WU M
Print
Accounting and References Stamps for
Cost Center Required * Company Code Account Code . Certified
Click Rate il
3390 B Q a! Mai
Order Stamp Sheets
Carrier Accounts Shipper Reference Additional Reference
& TEST PRINT PB Shipping API - USPS '
e . |

Notes:

- You still need complete the same forms as you do today.

- This function pays for the postage for the Certified
Mail/Proof of Mail
PostalAdvocate

January 15, 2025 17




How to re-print stamps

Open the Stamps app. If using the
Desktop App, click Print Stamps from the
landing page.

M ao % |
SendPro® Enterprise e | e e e
Welcome, Melisa Rodriguez Support Links
Technical Support
Ship a Package ’ o SendPro Enterprise Support Information
Print Stamps N Mailroom Hours of Operation
I
View Shipments >
Link to online help
Review the End User Licence Agreement
Messages
PostalAdvocate January 15,2025 18

MAIL MADE EASY



How to re-print stamps

Enter the stamp sheet page serial number into the Serial
Number field. If the serial number is correct, the stamp
sheet image will display the used stamps with a USED

watermark.

SendPro® Enterprise

Sheet Preview

B Oy one reprint of a stamp sheet is permitted by USPS
regulations and must be done within 24 hours of the original
print. The original sheet must be destroyed.

Read and acknowledge the reprint disclaimer by clicking

Serial Number *

Order Stamp Sheets

& TEST PRINT

/ =

Confirm.
REPRINT SHEET.
A e o 2 O
Stamp Details = History
Search Serial Number v Show All ¥amps ~ Q x
Date & Qty ¢+ Type $ Sheet#$ CostCenter 3 AccCode $ Co.Code $  Total Cost &
0O  03/09/202112:53 1 Sheet AYEGD4 5900 0.91 Reprint & | Details ~
O  03/09/202112:45 25 Sheet ayus74 5480 12.75 ReprAt & Details ~
0O 03/09/202112:01 25 Sheet AYU791 5570 12.75 Reprint 8 Details v
O 03/09/202111:46 24 Sheet AYX488 5550 12.24 Reprat &  Details ~
O  03/09/202111:07 1 Sheet AYX488 5550 0.51 Reprint & Details ~
< 1 7 >

Accounting and References

Cost Center Required *
3390

Carrier Accounts

PE Shipping APl - USPS v

Company Code

Shipper Reference

Account Code

Additional Reference




How to view stamp print history

Open the Stamps app. If using the
Desktop App, click Print Stamps from the
landing page.

an gt |
SendPro® Enterprise ot C’ 0 .. O

Welcome, Melisa Rodriguez Support Links

o Technical Support

S
hp a Package SendPro Enterprise Support Information

Mailroom Hours of Operation

Print Stamps >
e
View Shipments >

Link to online help
Review the End User Licence Aqreement

Messages

January 15, 2025 20

PostalAdvocate

L




How to view stamp print history

Click on History and you will see the
list of printed stamps.

Settings Help Logout

SendPro® Enterprise I

Roll Stamp Details History

Sheet Preview

Search Serial Number

Sheet# ¢ CostCenter + AccCode * Co.Code 2 Total Cost <

Serial Number *

=
O 03/09/202112:53 1 Sheet AYEGD4 5900 0.91 Reprint &  Details
" ! O 03/09/202112:45 25 Sheet ayus74 5480 12.75 eprint & Details ~
O  03/09/2021 12:01 25 Sheet AYUT9 5570 1275 Reprint &  Details ~
O  03/09/2021 11:46 24 Sheet AYX488 5550 1224 Repant & Details v
el ]
O  03/09/2021 11:07 1 Sheet AYX488 5550 0.51 Reprint &  Details

Accounting and References

Cost Center Required * Company Code Account Code
3390 E Q Q
Order Stamp Sheets
Carrier Accounts Shipper Reference Additional Reference
= TEST PRINT FPE Shipping APl - USPS hd
RESET Total Cost: —— USD

() PostalAdvocate January 15,2025 21
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w to Align the Printer correctly to print stamps

r/miRequest/GetShipLabel?quid =48a3add-f074-4306-8561-5 3c6ciepag O&height=08uws semimetype.. W © Hy W o :
"EJ "E =6 "—E] @ osnain B e ofcaPron - . Stamp Sheet Printer Alignment (Using
pages - Google Chrome — Recommended Browser)
g suE seE swm s o : . When a user is doing a test print, in the
=f =f =§ =§ =§ - - printer dialog box, click the MORE SETTINGS

down arrow. Inthe SCALE section in image 2,
select “Default”. Put the test print page in and
make surelthe print lines up. Then hit PRINT.

Y HH
s ISR
B

lik i
[ai5A [isIsT
[Qior | SsTY
i i
QISR BIGR
HE e
[Qi5A SIoTY
E
E

6142241 3c6d&pagenumber=0fwidth=0&height =D&wsePercentage=falsekmimetype.. % © Oy » o :
Cther bockmark:

1 sheet of paper

& HP Officeot Pro 5010 ~

If the user is having a difficult time
controlling what print tray their
printer feeds from, they need to do
the following:

Right click on START and then go to
SETTINGS>PRINTERS AND
SCANNERS> Select your printer>
MANAGE>PRINTER
PROPERTIES>DEVICE
SETTINGS>0OUTPUT SETTINGS>
Choose the tray you put paper in.

’m ﬁpuégtaas‘! Advocate January 15, 2025



Rollins- Ordering Stamp Sheets

Stamp Sheets — ONLY ORDER STAMP SHEETS THROUGH PITNEY BOWES MARKETPLACE. Part number Item #SL-
SPM11 and cost $3.99 for 120 Stamps (6 sheets of 20 stamps). We recommend ordering enough to last you at least 1
month. From the marketplace, search Pitney Bowes (in search field) > Buy From Supplier > Postage Meter Supplies > Scroll
down to Postage Tape > SendPro Online Postage Sheets > Update Quantity and Add to Cart and Check out

pitney bowes :‘vl@;

A Hardware Ink&Toner

Ink & Toner

> Review Cart
Description
SendPro Online Postage Sheets; 6 sheets; 20

labels per sheet; 120 labels,
SL-SPMT

Or by going to Rollins MarketPlace > Pitney Bowes (in search
field) > Buy From Supplier > In Search field type SL-SPM11 >
Search > Select the label > Update Quantity and Add to Cart

and Check Out

Postage Meter Supplies

Price  Qty

$3.99 :
update

PostalAdvocate

Advanced Search :

Sealing Solutions

wi

Contact your sales rep =

Subtotal

$3.99 remove pbtoner@pb.com

Subtotal $3.99

WEHO)
pitney bowes ub

Hardware

omiusshpi

Ink & Toner

Select Brand,

[T v

Select Printer Family:

Please Select ~

Select Model:

Please Select v

1Gol))

Enter Manufacturer Part #:

L

Quick Order

Postage Tape

aty.

Postage Tape Sheels so79 [T 4
("Add o cart

United We Stand Tape 54479 fij :

Sheets; Ad Painotic Tape -

Strips VT

SendPro Online Postage 5399 [7114

Sheets. 6 sheets; 20 labels __] v

per sheet. 120 labels I

Postage Meter Supplies Sealing Solutions

earch Results:

Results 1-1 of 1

< [ ]err -

$3.99
SendPro Online Postage Sheets; 6 sheets; 20 labels
per sheet; 120 labels

Results 1-10of1

< Elnﬂ =

My Cart

items price  qty. total
[There are no items in your cart a

January 15, 2025 23



https://www.pitneybowes.us/shop/home/en-us/storeus

Rollins — Ordering Supplies-
Labels, Boxes, & Scales

Ordering Supplies — This can be done through Rollins Marketplace. These are the most common supply items:

Shipping Labels — These are from Office Depot - You can print 4X6 shipping labels for FedEx and Priority Mail on regular white paper and
either slide it into a clear pouch or tape it to the item. If you want self-adhesive shipping labels these are your best bet.

- Avery® TrueBlock® White Laser Shipping Labels, Internet, 5126, 5 1/2" x 8 1/2", Pack Of 200

Scales — These are from Office Depot - These are being sent as a batch when new divisions are being set up but if you need an additional
scale or are a new user, they can be ordered direct from Office Depot. These are the scales that we recommend:

- DYMO® M5 Digital Postal Scale Item # 780117 -5 LB
- DYMO® M25 Digital Postal Scale Iltem # 780153 — 25 LB

Boxes - order supplies for FedEx and USPS through PB.com

January 15, 2025 24
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https://www.pitneybowes.us/shop/home/en-us/storeus

S
2

Internal Rollins Support

https://www.postaladvocate.net/index.php?/landingpage/Rollins

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.

» € @ postaladvocatenet/index. php?/landingpage/Rolling * 0 % » e $

© tiwamy B bwtour (@) ESET Q@ eAlogin Bookmaksbat G Google Other Bockenarks

Rolleys - Carrud Managemant & Mad Seit Serve Portal

PLEASE READ CAREFULLY AND FOLLOW THE PROMPTS TO AVOID DELAYS
This is an electronic form m
* Orce you hit submit, you will recerve an emall communication providng you with a Cased

‘Mandatory felds
kst Kt of hpport G0 vou JeC General Information To Get Started

Other
Company Name

Please Select
Rolting m

Vendor Password Reset Request

FedEx Account Set-Up Request Subenitted By *

SendPro Enterprise Set:Up

Location Address Change Requestor Email Address * Requestor Phone Number * Regquestor Title *

Equipment Cancel/Pick-Up

SendPro Enterprise Support
Cont Centor

Assistance ordering Supplies - Labels, Envelopes, Boxes Etc.
Location Address Location City Location State Location DpCode
Vendor Vendor Account Number

Please Select Vendor

Equipment Serisl &

'@JAdvoc



Help

- Pitney Bowes/Send-Pro Enterprise Support, They have a very helpful series of screen
shots and web tutorials. :

https://www.pitneybowes.com/us/support/products/sendpro-enterprise-support.html

- Pitney Bowes/Send Pro Enterprise Support Phone Number: 1-800-888-0286 Option 8

PostalAdvocate January 15,2025 26
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