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FP Parcel Shipping Introduction

Introduction

FP Parcel Shipping is a simple, yet powerful cloud based shipping application that allows discoverFP
online users to enter a destination address, select the best rate for the desired delivery date, create a
shipping label and track the parcel within the application.

The application is wizard based making it easy even for a novice shipper. The workflow to ship a
package is broken down into five or six steps: sender and recipient address input, shipping options,
parcel properties, customs declarations (international shipments only), shipment costs and review
shipment and create label. Additionally, the application has a tracking dashboard with search filtering
capabilities.

FP Parcel Shipping offers two subscription types, FP Parcel Shipping Postal Edition for USPS® only or FP
Parcel Multi-Carrier Edition for USP5® plus the capability of UPS®, FedEx® and DHL. If multi-carrier is
selected, a contract with the carrier(s) must be in place in order to setup the carrier within FP Parcel

Shipping.
Getting started

To get started the following steps must be taken:

1. Register on discoverFP.us

2. Login to discoverFP and access the FP Parcel Shipping application

3. Setup postage funding via Direct Debit/ACH (48 hour process due to banking requirements) if
you will fund postage via direct debit vs. eCheck or credit card

Add funds via direct debit/ACH, eCheck or credit card

Create your default "sender name” for your “ship from" address

Setup your default preferences in the FP Parcel Shipping “Administration” section

Install the FP Cloud Bridge application if you want to interface an FP shipping scale

Install the printer driver If you use a 4"x&" thermal shipping label printer

0O =4 v N I
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System Requirements and Supported Peripherals

FP Parcel Shipping is a cloud based application. There are basic system requirements in order for the
application to function properly.

Operating Systems — PC and Mac

Microsoft 8.1 or higher, 32 bit or 64 bit
Mac 05 10,15 or above

Browsers

Microsoft Internet Explorer 11

Microsoft Edge

Google Chrome

Mozilla Firefox (does not support scale interface)
Apple Safari (does not support scale interface)

Scale Interface Requirements

PC Microsoft Windows 8.1 or higher
Microsoft .MET framework 4.7.2 or above

FP Cloud Bridge scale interface application

FP Supported Scales with Interface to FP Parcel Shipping

FP P510 ten pound capacity USB scale

FP P570 seventy pound capacity USB scale
FP Excel30 thirty pound capacity USBE scale
FP Excel70 seventy pound capacity USB scale

FP Supported Thermal Shipping Label Printers

Brother QL-1100
Brother QL-1110NWB network printer (USB, ethernet or Wi-Fi)

*Mote: the application can print to other brands and models.

Internet Connection

Minimum internet speed is at least 10 Mbps. Higher speeds will improve performance.
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Registering on discoverFP

To get started, first you need to register on discoverFP. To get to discoverFP type in the URL
www.discoverFP.us into your web browser (please note that if you type .com you will be
directed to our global site and you will have to select USA).

Step 1: To register, select “Click Here to Register”.

FP®

Step 2: Identify yourself. You will need one of the following:

¢ R-PIN. A six digit number that you received in your welcome letter. A welcome email
was sent to the email listed on the Customer Agreement. That email contains a link to
access your R-PIN.

* Meter Postal Serial Number (PSN). A number that starts with 118, 618, 718, 818 or
919. Itis on the packing slip.

* MailHandler ID (MHID). A serial number that starts with PV, EP, PX, CM or PM. Itis on
the packing slip, the label on the bottom of the PostBase™ or from the information
screen in the menu section on the PostBase™.

FP

REEiStEf for Rogistration
discoverFP :
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Registering on discoverFP (cont.)

Step 3: Enter in your information and create a Password. The Password must be 8 digits in
length including a capital letter, lower case letter, at least one numeric digit and at least one
special character. Strong passwords are at least 12 digits long.

FP°

Register for
discoverFP

Registration
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Step 4: You will receive an authentication email from support@discoverFP.com. Once you click
on the confirmation link within the email, you will be able to login.

Registration successiul e = 8 =
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Login and Accessing FP Parcel Shipping

Once you are registered, you can now login and access FP Parcel Shipping from the tile on discoverFP.

F? Fratlians Dashnnand ST L Arlmim {15 | (e arTEor qLeplies

Welcome to

Jostel Jaapge and Class

discoverFP e

HCCESS THE PIPORT %ZCESS THE FEPORT

FF Parcel Saipping Halp & suppar
LEARN MONE s P s Cater Cale:

LUTEE PR R A W o

Click Below

AACEL SHITMING HICESS THE HELF CENTER

Important: If FP Parcel Shipping does not load, please contact our Custome;

Experience Team at 1-800-341-6052 for further assistance
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USPS® Shipping Funds (postage) Payment Methods

FP Parcel Shipping uses PC postage technology to print shipping labels with tracking and postage. The
USP5® requires payment upon label creation. In order to create USPS® shipping labels, you will need

available funds in your FP Parcel Shipping account.

There are three ways to fund your account:

Payment Method Description Fee
Direct debit/ACH Direct debit from a checking or savings account. None
Credit card Credit card payment with a 3.5% transaction fee. 3.5%
eCheck eCheck payment with a 57 transaction fee. 57

Important: Direct debit {ACH) process takes up to 48 hours to confirm banking

|."l_.|r|"l matian ana finalze Ssetup.
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Setting Up ACH/Direct Debit

To setup ACH (Direct Debit)

Step 1. Click on “SET UP DIRECT DEBIT".
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Step 2. Fill in the form fields.

e Bank account type. Choose checking or savings.

Bank account information. Enter your account details.

Optional password protection. This will require a password in order to add postage to the
application. This is especially useful for fraud protection as well as limiting authorized users to

add funds. Please note that for security purposes there is no “reset password” function. If the
password is forgotten you must setup ACH again.
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Set Up ACH/Direct Debit (cont.)

Step 3. You will receive an email with the ACH Authorization Form that needs to be signed and emailed.
Your account setup will not be complete until the form is received.

Sample of “Customer Authorization for Direct Debit Payment”.

F .9 [P Mailing Seluticns

40 N. Mefiiched CL, Swils 200
? Ackison, L 60101-8520

Tel BOLM1.6052
fp-usa.com Fax BX0-341,5141

FP° Parcel Shipping

Customer Authorization for Direct Debit Payment

By completing the information listed below, you are authorizing FP Mailing Solutions to debit {charge ) your
bank account automatically for the purpose of transfemng funds so that you may add postage to the FP
Parcel Shipping applicabon. At no time will FP Mading Solutions debst your account for any amount not
authonized by you for parcel postage.

Additionally, you agree to have sufficient funds in your designated account to cover the amount of the debit
requested by your company. In your contract for sendices with FP, it states that you, the customer, agree to
pay FP the then-cument fee charged by FPs financial institution for ACH direct debit transactions which are
rejected, also agrees to pay an additional fee equal to the lesser of 550,00 or the maximum alowed by law
if an electronic payment is retumed for any reason

Any person executing this form on behalf of an organization or entity represents and warrants that he or
she is a duly authorized representative and agent of the ocrganization or entity and has the power and
authority to bind such organization or entity fo the terms.

Please complete all infformation to avoid any delay.

O Authorization 2 Change of Bank

Company Name:
Authorized User's Name:
Telephone No.: [ Fax No.:
E-Mail Address:
| Customer Account Number:

[ Printed Name: [ Ththe: |
| Authorized Signature: | Date: |

Please email your completed authorization form to parceld CH@p-usa com.

If you have any questions regarding the application and or authorization of this request, please comlact our
Customar Experience Team at (200) 341-6052. We are available to assist vou Monday through Friday,
7:30am 1o 7:00pm Central.

Fh_DC_PRACTOALL O -2- BRI

Please note, it takes about 48 hours for the bank to clear the ACH/Direct Debit process before you can
add postage. If you did not receive this form, please call 800-341-6052, Monday through Friday, 7:30
AM to 7:00 PM Central Time.,

-10-
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Adding USPS® Shipping Funds/Postage

Step 1. From the home screen, click on “ADD MORE POSTAGE"

F? PostBase Deskooard  Rooortng Admin HeolpCortar Contact Suaplios

My Parcel Shigping Admilnistratics

LR POTTAGE AMALASLE #H ACIEUNTS
o il ACEE POTA S . SET U [RLCT OEHT
SO0 1 warili=d

Step 2. Click on the radio button for the amount you want to add or select “Custom amount” to add any
whole dollar increment of 5500 or less. Then click “Next”.

m L - A
FP°
raslliase Lasnbzarc Roparting (TN e o I Lk SLaplies
&
By Farrel Shizping Aatrroetistralin
Purchase credit

Select amaunt
Wk y balance
Pazaragie desnoad limit 00, “arsactine lim sy
Select package

O 552 2 fiug ) 2130 L 7] ) s250

) 8300 ) £350 ) 400 O sz ) $500

{1 Cusmery araune

+
]
AL SR SLLTIYOLE Uik
WETRER
CAMIEL MEST

There is a weekly maximum of 5500 for fraud prevention security purposes. If this is preventing you
from completing your weekly shipments and you need additional authorization, please call our
Customer Experience Team at 800-341-6052, Monday through Friday, 7:30 AM to 7:00 PM Central Time.

-11-
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Adding USPS® Shipping Funds/Postage (cont.)

Step 3. Select your method of payment. Choose either direct debit (ACH), eCheck or credit card.

Ay Parcel Shipping Administratior

Purchase credit

Select Payment Method

() | Direct Dehit

O B eCheck B Credit card
Frazgbchemps 7 e -
. ¢
SELETOMGUNT  SELECTRAvREST SUNUARY

KETHZD

FREWVIOUS

Step 4a. For direct debit (ACH), click on the radio button for the account you would like to use

and click “NEXT”. If you have the account password protected, then you will be prompted to
enter in the password.

m = & no - &
FP°
ostliase Lashlcare ~2frTirE Adirn lip Connes Lartact
& sy
My Parcel Shigping  Aarmlstration
Purchase credit
Select Payment bethod
% [ Ce Debil ) B aCrecs O M cCrecitcard
Iap— . e
AT ) R T [ Lunik nae i
'.' ul H vilierk ]
Tolalamuur,  FE000
surcharges 40,00
TOTALCOGT 350000
e e 1l P ravirar e = e &OH S50 L0 neessi
£ @
WETAMIINT RAECTMeER -
WCTICD
FROGNCUS MEXT

-12 -

© 2020, Francotyp-Postalia, Inc, All Rights Reserved.




Adding USPS® Shipping Funds/Postage (cont.)

Step 4b. For eCheck click on the radio button to add a new eCheck account. Enter the banking
information and click “NEXT". By checking the box you can save your information for future use.

Wy Parcel Shipping Adrinistration

Purchase credit

Select Payment Method

) [ Direct Dehit ® BB eCheck 2 M Cradit cand ]
ALC t e £
eCheck details
Pouling nurmer J04 code) srcuurn rumbsr
Hame o poccunt Bark rame
D save 2ot s for futurs use
Tulal amount 35000
Surcharges £7.00
TOTAL COST  $57.00
¢ @
(FET aRpin] SELECT PSSR JILE
(IS
PREVIOUS HEKT
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Adding USPS® Shipping Funds/Postage (cont.)

Step 4c. For credit card click on the radio button to add a new credit card account. Enter the credit card
details and billing address and click “NEXT". By checking the box you can save your information for

future use.

Ity Parcel Ehipping Adminlstration

Purchase credit

Select Payment Marchod

(7 I Direct Dehil OB ek ® B Crodiccars . .

AUt

Credit card details

Cars Aumber

sezirelion dalu ® [E A

Mare onears

Billing address

iral Heme * Leal Marme * Comgeng *

O o= details for fabare uze

b drnouril oL

SUFEArges £1.75

TOTAL COST  $51.75

PERVIILS MEXT
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Adding USPS® Shipping Funds/Postage (cont.)

Prior to completing the transaction and adding shipping funds, a payment summary screen will display
the information including the payment amount, payment details and cost summary. You can make

changes to the amount of funds to purchase of the payment method from this screen. Once you press
“PAY NOW" the transaction will be processed and a confirmation screen will display. Once completed

you may return back to the home screen,

Ay Parcel Shipeing Arninislralion
Purchase credit

Payment summary

2ms CHARGE
SA00
Fayrmeant Details - Larsi
ArcoLl number
aving noadat
Cosl sUrrmEry
Talsl srrsunk ZAld
Surcharges FILEIL
TOTAL COT Ealiu
By cznfirming 3 pay you agree o odr Tamrs & Cenddons
s s ®
Wb ARG =ELL e sy
e
FREAICUE \‘ BEY KO }

M:,' FParczl 5|'|I:C-Z|I'lg AlmMIristratisn
Purchase credit

Confirmation

I comiac
1 Lt e
w o g
[} Ve BT
Mo

GO BALKE TO WAIM PAGE
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Creating the Default Sender Name and Address

From the home screen you need to create your default sender name and address. This will print on the
shipping label and the address is used to calculate the shipping costs for zone based shipments.

Step 1. Click on the icon to add a new contact. It will open up the “Create a new address” box.

N LT PTTIRTOT
DD OFL FOSTASE a— ST U SIEST 2CET
F150.00 veries

Ship a new package

Ck Select address

Sowkr tate T pr nar

U_u@ Q| B &

Step 2. Click on the slider to use this address as the default sender address. This is the address that will
display when the application opens up. You may want to put in the first and last name fields generic
text like “Customer”, “Service” or “Shipping”, “"Department” and then your company name. Fill in the
fields and click "SAVE AND SELECT ADDRESS”

Create a new address

Al i ezl resisz Tl cnenear A e andrss
* ndcates equladtizd ** dny are of 11 merkad de E ragiire:

Drieuk: mroerecomm

[

o

Srrest nddrme e B e - spanrise, mits, Lok, Bl dam, sz

Smerrdn dngat -

SAVE AND SLLCTADDRLR
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Administration settings

In the Administration section, there are four areas: address book, address groups, carrier settings and

customer settings.

* Address book allows you to manage and edit your addresses.

s Address groups allows you to group individuals or companies into groups for easy filtering and

address management.

s Carrier settings is used to link UP5®, FedEx® and DHL accounts so that they can be used within

FP Parcel Shipping.

s Customer settings allows custom default settings for printing and emailing tracking information.

To get started, click on “"Customer settings”.

Py Parcel Shipping Adrministration
Administration panel
Address book Aodress groups Carriers setlings

Shipment details

o Refaromoe 1D

O Print on laz=l

Referenses I

Shipment notification

Cuslomer sellings

0

[ Print on labe

Miies

e zmail recipient shiprrent and tracking, inf

Label format

Lslauk szn

O pending changss

1. Reference ID is a custom reference. It could be used for anything, such as order number,
invoice number, customer number, etc. This can be used when tracking shipments in the
filtering section. By checking the box, it will also print the information on the |abel,

2. Shipment notes is a secondary reference field. It can also be used in the shipment tracking
filter. By checking the box, it will print the information on the label.

-17 -
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Administration settings (cont.)

3. Shipment notification will email the recipient shipment and tracking information. If the box is
checked it will automatically save this preference and auto-populate the email field if an email is
in the contact information. If no email is in the contact information, then FP Parcel Shipping will
automatically uncheck the box. The recipient will receive an email with the following
information: your company name, recipient’'s name, method of shipment, class of shipment,
tracking number and expected delivery date. The tracking number has a hyperlink to real-time

tracking history,

Licar Lashemsr Kamz,

Carrisr Traching Humber
LIPS AN 36597464 SARRAR TN
P i o, ease cius un e rackng numis auue:

Fleasn e ak it may taks 2274 hanrs hetors 1mcking inlrmatien 15 av lanie

& USFS Firs, Clays Mai paiowl foen FP Maiing Selubvis is o ils way ozitgd TP Pasl Shipging

Expactsd Dislesry Oats
Tiazcay, March 31,2020

4, Label format sets the default print format. There are three options: 4" x 6", 4.07" x 6.4" and

letter (8.5" x 11" paper size).

P - v

Ep——

LIAPS PRECAITY kAl

B LALTRE RT3 Qoing
Cxl 4L RTE 233
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DR ARY bl
NELPIENT MAYVE
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Figure 1: 4" x 6" label
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Figure 2: 4" x 6" label on 8,5" x 11" paper




Administration settings (cont.)

Carriers Settings

If your subscription includes multi-carrier shipping, FP Parcel Shipping Multi-Carrier Edition, then you
will have the ability to add up to three additional carriers: UPS®, FedEx® and DHL. You must have an
account with the carrier in order to add the carrier to FP Parcel Shipping. Once you have correctly
entered in your information the application will directly connect to the carriers in order to access your
contract rates and it will upload your shipment data to the carrier,

Step 1: From the "Administration panel” click on “Carriers settings”

Step 2: Click on the "edit” icon. 4

ke Parce! Shipping Acdministration

i

Administration panel

Address book Address groups Carriers sellings Cuslormer sellings
g uses @J uPs =[] u Fed::: FedEx =7

Step 3: Enter in your information from the carrier and then “Save and Close”. Please note that you will
either need to go online or call to UP5® or FedEx® to get information such as the UPS “Access License
Mumber”, “FedEx® Meter Number” and FedEx “Key”.

Acdress book Address groups Carriers sellings Custarmer setlings
ups ues
e
Aooounr number Mooess Lizense Mumber
Jser 1L Fasaecnd
Lo
CANCEL SAVE AND CLOSE
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Installing the FP-Cloud Bridge Scale Interface Application

About the Application

FP-Cloud Bridge is a small, lightweight application that acts as a bridge between a locally USB scale
connected to your computer and FP Parcel Shipping application running in a supported web browser.
Supported USB scales attached to the PC running the Cloud Bridge application can then be utilized by a
JavaScript based application like FP Parcel Shipping.

Cloud Bridge can only connect devices to FP Parcel Shipping if both, Cloud Bridge and FP Parcel Shipping
are running on the same PC.

Prerequisites

FP-Cloud Bridge requires the following:

1. Microsoft Windows 8.1 or above
2. Microsoft .NET Framework version 4.7.2 or above installed
3. Supported web browser: Microsoft Explorer 11, Microsoft Edge and Google Chrome

Installation

For installation information and support, please go to our support page for FP Parcel Shipping
https://www.fp-usa.com/support/fp-parcel-shipping-support/ where you will find the link to install the
Cloud Bridge application and a complete setup guide.

-20-
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FP Parcel Shipping — Supported Scales

Supported scales:

FP SHIPSCALELO0 — PS10 Parcel Shipping USB Scale

FP Excel Scale — Excel 30 or 70 Parcel Shipping USB Scale

-21-

Specifications:

Capacity: 10 pounds

Resolution: 0.1 ounces

Minimum weight: 0.1 ounces

Power: USB or AC Adapter 9V, 100 mA

Dimensions: 7.8" (D) x 5.6" (W) x 2.3" (H)

Specifications:

Capacity: 70 pounds

Resolution: 0.2 ounces

Minimum weight: >0.2 ounces

Power: USE or AC Adapter 9V, 100 mA

Dimensions: 9.7" (D) x 9.5" (W) x 2.7" (H)

Specifications:
Capacity: 30 or 70 pounds
Resolution: 0 -4 |bs., 0.1 ounces
4 —30 or 70 |bs. 0.5 ounces
Minimum weight: >0.1 ounces
Power: Input: 120V AC, 60 Hz. Output 9 VDC,
200 mA

Dimensions: 13" (D) x 11.5" (W) x 3.75" (H)
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