Registering for Purolator

Online Billing Centre
May 2024
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How to register for Purolator’s Online Billing Centre

https://www.purolator.com/en

Step 1A:
From the Purolator home page, click on Pay a Bill or go to the Billing
Centre on the website -or-

Leading through change:.

r business

Step 1B:
Dlaaca rlirls nn Racictar
HPurolator R chat % Locations @Ta(kasﬂpmentm L

%h’ppmg v Tracking v Services v Resources & Supportv ~ Q

It's not a package.
It's a promise.®

At Purolator, we go the extra mile.
Confidently ship your packages to, from and within Canada.

@ Track a shipment:

Ship Now Get an Estimate Pay a Bill
Track a LTL Freight Shipment =B, o e
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https://billingcentre.purolator.com/billingcentre/obpp/portal/
https://www.purolator.com/en
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How to register for Purolator’s Online Billing Centre

Step 1C:
Click on Billing Centre

Register now to start shipping online. Billing Centre
I_@ =

] °®®
—

Create shipment labels, schadule pickups, get estimates and maore. Register or login In to the Billing Centre to view your account and
pay invoices.

Step 2:
Click on the 'Register today' button

Purolator Billing Centre
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Step 3:

Please fill in all the required fields. Note: The account number and the
postal code must match what appears on your Purolator invoice.
This includes courier, Freight and Purolator International accounts.
If you have more than one account, please click on the Add account
button.

Step 4:
Please read the Terms and Conditions and check the box to agree to the
Terms and Conditions.

Step 5:
Once completed, please click on Register Today

Purolator Billing Centre

Registration
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Billing Job Aid
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An activation email will be sent to you. There is a maximum of 48 hours
to action your email to successfully complete your registration.

Step 6A:
Click on activate

Dear

Welcome to the Purolator Billing Centre.

You can now receive, view and pay your invoices online - no more paper invoices!
The following are accounts that have been successfully added to your account:
16

To complete your registration, please activate your account using the username below to create your password and log in to the Billing Centre.

Usemame:

Tr
The Purolator Billing Centre Team

Step 6B:
Chose your new password and click on Save Password

New to Billing Centre?

‘ Register Today

Welcome to the Purolator Billing Centre

Registering with the Purolator Billing Centre will provide you with full access to view, manage and pay your invoices all in one place

Please create your password to complete your account setup

User ID

password » ‘ ]
Min. 8 characters

Confirm New Password » ‘ ]

Save Password
Terms and Conditions of Service | Terms and Conditions of Site Use | Privacy
@ Francais Copyright ® 2024 Purolator Inc. All rights reserved
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If you wish to register on AutoPay, this is a two-step process. My
Profile tab lists the credit card information while the AutoPay tab
links the credit card to your account for automatic credit

card deductions.

Step 7:
Log into your account and click on My Profile tab.

Step 8A:

If you wish to enroll in AutoPay, click on Add a card and complete the
registration. The postal code must match the mailing address postal
code for the credit card statement.

Step 8B:
The postal code must match the postal code that is on your credit card
Statement

Step 8C:
To continue to automatic payments, please accept the terms &
conditions.

Note: You can modify your credit card or expiry date at any future time
by clicking on My Profile tab.

Account Summary Dispute Manage Accounts AutoPay My Profile
User Profile @

Card Number Expiry Date  Enrolled in Auto Pay?

Add a card
Enter a Credit Card
visa
I fields are requ

877-692-4102 s
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Second step for AutoPay. Please click on the AutoPay tab

Step 9:
Click on AutoPay

Step 10:
Please add your account number in the Account field.

Step 11:
The Postal Code is identical to the postal code on the Purolator
invoice. Note: This is mandatory for new accounts.

Step 12:
Enter the email address in the Notifications Copy field to receive the
payment receipts.

Step 13:
Please click on the Next button.

Purolator Billing Centre

o . View
Scott.Leaman@purolator.com
Account Summary Dispute Manage Accounts AutoPay @

AutoPay

Account Number Status @ Payment Date @ Confirmation@  Notifications Copy @ Remove

There are no results to be displayed

Enter Accounts to Enrol
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Step 14A:
Add your credit card information including the CVV. This will activate
your account(s) for automatic payment.

Step 14B:
Click on Submit

Enter a Credit Card
wvisa @
Al fields are required

Card Number

Name On Card
| |

Expiry Date [MM/YY]

CW Code BB
| |

Country

Canada v

Billing Postal Code

01 Have Read And Agree To The Terms Of The
Purolator Consent Agreement [

@

An email will be sent to you to accept the terms and conditions of
AutoPay. There is a maximum of 30 days to accept the terms and
conditions to complete your AutoPay submission.

Once AutoPay is approved, the payment will only be taken from
your credit card on the first Friday after the invoice date.

AutoPay will not pay any outstanding invoices. Please log into your
account to make a payment of all outstanding invoices.
5|

Veuillez faire défiler l'écran vers le bas pour afficher la version francaise

Dear
Welcome to the Purolator Billing Centre.

‘You can now receive, view and pay your invoices online - no more paper invoices!
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The following are accounts that have been successfully added to your account

To complete your registration, please activate your account using the username below to create your password and log in to the Billing Centre.

Usemame:

Thank You
The Purolator Billing Centre Team.
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How to log in to make a payment

From the Purolator billing centre’s login page:

Step 15:
Enter your email

Step 16:
Enter your password

Step 17:
Press login

Step 18:
Note: If you wish for your login information to be remembered, please
click on the Remember Me button

New to Billing Centre?

Login Quick Pay
| < 15 ’
(16
18 O
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https://billingcentre.purolator.com/
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Step 19:

“APurolator

Once you login, you can view your open & closed invoices

Step 20:

Click on the drop-down menu of the account that you wish to pay

Manage Accounts AutoPay

| Account Summary Dispute

Please note: Some [

Total Payment

s may take up to 48 hours to be

reflected in the Billi

$0.00 (CAD) |-l-|
$0.00 (USD) =
All Accounts $32,535.92 Y
Total Invoices : 0
Open Invoices (107) Closed Invoices (101)
v pme Reset
Account Name - Account Number
Invoice Payment

| Invoice Invoice Date  Due Date Amount  Balance Due

SHEILA’S FLOWERS - 1234567

SHEILA’S FLOWERS - 23456789

SHEILA’S FLOWERS - 3456789

SHEILA’S FLOWERS - 4567890

SHEILA’S FLOWERS - 5678901

Amount Currency Status  View/Print
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Step 21:
Click the down arrow to open all unpaid invoices.

Step 22:
Click on the invoice(s) that you wish to pay.

Total Payment
m te me pay 3y take up to 48 hours to be

$0.00 (CAD) | B4 |

$0.00 (USD)

[RNET I Closed Invoices (5
. ; O ¢ PIN Search
Fcao el uso 8 o

Account Name - Account Number

Invoice Payment
Invoice Invoice Date Due Date Amount  Balance Due Amount Currency Status nt

| SHEILA’S FLOWERS - 1234567 ( 21 )~
[ 1 ]

Open Involices (3) Closed Invoices (91
Goolel Buso = ‘ N ' o Rr]
4 cAD e & uso 4

Account Name - Account Number
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Invoice Payment
Invoice Invoice Date  Due Date Amount  Balance Due Amount Currency Status View / Print
Sheila's Flower Account 123456
[} 4 Jun01.2024 = $25557 s v
M v
A 4 & $14 s v
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Step 23A:

Once you click on the drop-down menu, you will see all pin(s) on your
invoice. A full or partial

payment can be made.

Step 23B:

For a partial payment, please change the Payment Amount in the
Payment Amount box.

May 25, 2024 May 26, 2024 $429.99 $429.99 $11.11 CAD

O
<
@)
@
-
oo
Service Availability  Item PIN PIN Amount Balance Due Payment Amount

-
': Courier 0001 $69.87
: Courier 0002 $20.73 $20.73
m Courier 0003 $23.32 $23.32 23.32
v
- S , : ,
— Once you have selected all invoices/pins that you wish to pay, you will
—_— see the total payment on the top right corner.
-
® Step 24:

Please choose to pay in Canadian funds/ If your accountis set up for US
C funds then choose USD.
O Step 25:
A Click pay now.
gV
(@) Total Payment
-
5 ® $141.81 (CAD) I+0
o

$0.00 (USD)

I

Total Invoices : 1 e Pay Now
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Step 26:
Ensure that the amount you wish to pay is accurate

Step 27:
Click Initiate Payment.

Account Summary Dispute

m Please note: Some payment 3y take up to 48 hours to be

Total Payment

$141.81 (CAD) |

Invoice(s) in Cart

“APurolator

Step 28:
Fill in the mandatory credit card information.

Step 29:

The postal code must match the mailing address postal code for the

credit card statement.

Step 30:

To proceed with payment, you will need to agree to the terms

and conditions

Total Payment Total Invoices : 1

Step 31: ] e $141.81 (CAD)
Click submit. : °

i+l
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How to Use Quick Pay

In the Quick Pay section,

Step 32:
Enter the account number in the Account field.

Step 33:
Enter the Invoice Number or Postal Code for the accountin the
appropriate fields.

Step 34:
Click the Continue button.

Quick Pay
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Step 35:
Enter the email address in the Email Payment Receipt field if you require
a payment receipt.

Step 36:
Select the invoice(s) to be paid.

Step 37:
Ensure the total is accurate and in the correct currency.

Step 38:
Click on the Next button.

Email Payment Receipt

Total Payment tal Invoices : 1
$24.73 (CAD) IEq!)
$0.00 (USD) =
Account # Invoice Invoice Date  Due Date Currency Invoice Amount  Balance Due Payment Amount
123456 455830121 Mar, 22, 2024 Mar, 22, 2024 CAD $24.73 $24.73 $24.73

Add i e
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Step 39:
Fill in all mandatory fields.

Step 40:
The postal code must match the mailing address postal code for the
credit card statement.

Step 41:
Please agree to terms and conditions
Step 42:
Click submit.
E a Cre ﬂ Total Payment Total Invoices : 1
visa @
$141.81 (CAD) =10
e 69

This postal code is the one that the

credit card statement gets sent to.
st [
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If the system is unable to process your payment, you will receive
this error message. Please ensure that your postal code matches
the mailing address postal Code for the credit card statement.

Total Payment Total Invoice

$141.81 (CAD) [ |

s JESE
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HPurolator
How to dispute an invoice using the Online Billing
Centre

Step 43:
Please log into your account.

Login

customer@companyemail.com

43

[ ] Remember Me @

Forgot Your Password?
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https://billingcentre.purolator.com/
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Step 44:
Click on the dispute tab. All unpaid invoices that are available for dispute
will open.

Step 45:
Choose which invoice you wish to dispute and click on dispute button.
Only one shipment can be disputed at a time.

Account Name - Account Number

@ croiel

Invoice Invoice Date Due Date Invoice Amount Balance Due Currency Dispute View / Print
Sheila's Flowers Acgount 123456 . - %
May 18, 2024 Jun 01,2024 $255.57 525557 CAD | Dispute | /- N

Dispute | | /=

| n £
Dispute | £
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Step 46:
This is your invoice number that is being disputed.

Step 47:
Enter the amount that you are disputing (this total can be found on
your invoice).

Step 48:
Enter the pin number of the shipment (this can be found on your
invoice).

Step 49:

Chose the reason for your dispute in the drop- down menu
Step 50:

Add additional notes relevant to your dispute.

Step 51:

Press submit Dispute Invoice

You may also chatw
Your request will be reviewed. Once approved, Click on the Live Ch:
a credit will be applied to the invoice. We will
contact you directly if your dispute is not

approved AL

One of the fields with (*) is mandatory

E @ |

Select

@

ancel
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