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To Manually process Stamps

1) From the Welcome Screen, Select the Print stamps button.

Welcome, test

Ship a Package > o
[ Print Stamps » ]
View Shipments >

2) The Stamps Screen will open.
3) Go to the Roll preview section of the screen to begin the process.

Sheet “ Stamp Details  History

Quantity Weight * Service Package Extra Services Stamp Cost

toll Preview
/%T \ 1 v b |1 oz First Class Mail ¥ | |Letter v||wv ADD @| ——-USD
Total Stamps Selected: 1

+ ADD STAMPS
US POSTAGE
FIRST CLASS
PITNEY BOWES
6706999553
01564
J.ccounting and References
Cost Center Company Code Account Code
Q Q
Order Stamp Rolls Carrier Accounts Shipper Reference Additional Reference
= TEST PRINT PB_SHIP_API_LIVE v

\ RESET j Total Cost: ——- USD RATE




4) Select the Service and Package type.
5) You can write weight or use Scale symbol to received weight.

Stamp Details = History

Quantity Weight * Service Packaqge Extra Services Stamp Cost
1 v b 11| oz First Class Mail v | |Letter v|||w AaDD @ | 0.50 USD

+ ADD STAMPS

Accounting and References

Cost Center Company Code Account Code
Q Q Q
Carrier Accounts Shipper Reference Additional Reference
PE_SHIP_ACC_LIVE v
Total Cost: 0.50 USD RATE

6) You may assign Cost Cen
7) Press rate button.
8) Print button will print stamps.



