> LOFFLER TECHNOLOGY TO POWER SUCCESS

MyFP Customer Portal: Quick Reference Guide

This guide will show the options in MyFP Customer Portal.

My PostBase Account Management Vision360 Parcel Shipping Supplies Help Center Contact Us
1. My PostBase: gives a heartbeat of the A
machine © PostBase Vision / PV014590
e Machine Tab: @ Machine
o Displays information such
as speed, the number of
available shortcuts, cost
accounts, scale
capacity, and RPIN
o Any errors will be shown
here Updated 4/21/2023 12:19 AM
© PostBase Vision / PV014590
@ Machine @ Ink
e Ink Tab:

o Ink Levelis listed here
G Machine @ Ink $ Postage

950.36

Ink Cartridges ®

BUY MORE INK

e Postage Tab:

o Lists Funds Available to @ Machine ® ™ & Postage
Download and Postage
in Meter

o More postage can be Postage Balances®

downloaded/bought here

Funds Available to Postage in Meter
BUY MORE POSTAGE

Download s 950.36
$0.00
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2. Account Management:

Orders, Invoices and Contracts Transactions

Purchase Postage

User Management

Orders
. @ ovenone - © compiered orcers
e Orders, Invoices and Contracts
@] OrderS any OrderS that (=) Filter Open Orders &
have been made online : _ :
(i.e., supplies) , :
o Invoices: view invoices for | «
postage
o Contracts: lists/goes over
contract information
Purchase Meter Postage
BB Customer ID: 600096531 B Direct Debit
e Purchase Postage: $0.00
o Purchase & Add postage to
the machine from here
o For more information on — é‘; o
postage purchase options, . ,. I
see MyFP — Postage
Options
Online Payment Transactions
[ F @ rresppngronge P @ m
° Transactions: (=] Filter Meter Postage transactions o
o Meter Postage . s @n Qb O O o
o Parcel Shipping Postage
o Invoices
User Management
User Info
e User Management: Loffler Training
o All Users are listed here
o Customer IDs and R -
Machines lists the machine
on the account
Customer IDs and Machines +
=
©2024 Loffler Companies
MN: St. Louis Park; O R Il ind Rapids; Thief River F WI: Eau Claire; La Crosse; G Bay
1A S per NE: | k| ND:F ind Forks | SD: Aberdeen; S

04/01/25

in] £]& k4




» LOFFLER TECHNOLOGY TO POWER SUCCESS

My PostBase  Account Management  Mision360° Parcel Shipping  Supplies  Help Center  Contact Us

3. Vision360: Only applicable in PostBase
Vision Mail Machines
e Analytics & Reporting

o Analytics shows basic
meter/postage information

o Results can be filtered with
a Date Range

o Reporting has report
options available to run

o The subscription level is
in the top right corner; the
levels are Essential,
Advanced & Professional

o Reports display the
subscription level required
to access the report in the
lower left corner. If it is
greyed out, it is not
available at the current
subscription level

& Filters

e Cost Accounts
o Cost accounts can be
added, deleted, edited &
deactivated here 5
ost Accounts ¢

2 2 Cost Account defined: 4
‘ - - ‘ @ ‘ o

o lcon 1indicates how many | — e ’
& which Meter Operators Mo W o »
can use this Cost Account o wren ss0  @reo: sse
o lIcon 2 indicates how many o Tes
& which Meter Operators e -0 - e -
can use this Cost Account
for FP Parcel Shipping e SHS || @ meics e
e Meter Operators e -0 - e -0

o Meter Operators can be
added, edited & deleted

from here
i Meter Operators
o Lists cost accounts, budget,|
pieces ran, PIN, allowed to | @ riter veter operators g

download postage and
other useful information ‘
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4. Parcel Shipping: significant discounts can
be found here by creating package labels
My Parcel Shipping
o New package labels can be
created, sender and
recipient addresses can be
created, and shipment
statuses are listed

Administration
o Address book, address
groups, carrier settings,
payment settings, customer
settings and device
management can be found,
created, and edited here

Dashboard & Reports

o Dashboard: Allows users
to view details such as
shipments and refunds. A
date range can filter results
Reports: Enables users to
run reports on shipments,
tracking, and refunds. Date
Range or Cost Account
can filter results
End of Day: can generate
a USPS Scan Form which
makes the process of
accepting parcel quicker
and easier

Ship a new package

Gh Select address

Shipments status

[

an
©

Dashboard & Reports

D Refunds & corrections Addresses

5. Supplies:

[ ]
specify the needed supplies

Users should call the number on the machine's sticker, provide the ID number, and

6. Help Center:

Search FAQ'’s or message codes
here

Loffler can also provide help

Search FAQs or message codes
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