
 
 

Setup & Usage for “CanadaPost for Small 
Business” App 

 

Setup 
1. Assign User App Permissions by using the search function and typing “users” in the 

search field. 

 

2. Drill into user. 

 

 



 
 
 

3. Add WS-CNDPOST permission set.  

 

 

4. Navigate to Assisted Setup. 

 

 

 

 

 



 
 

5. Launch CanadaPost Integration Setup  

 

 

6. Click Next to begin setup.  

 



 
 
 

7. Click the link to register for CanadaPost Developer Program. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 
 

8. This will launch the CanadaPost website where you will be provided instructions 

for signing up & joining the developer program. This will allow you to receive your 

API keys for calling CanadaPost services directly inside of Dynamics 365 Business 

Central. 

 

 

 

9. The API keys and customer number are displayed on the Developer program page. 

Please take note of the key number from your company name along with the 

username & password for both development & production. You will need to enter 

this information into the CanadaPost Setup in D ynamics 365. 

 



 
 

10. The Development username and password are entered into the: Test User & Test 

Pwd fields in Dynamics 365. Note that the Development and Production username 

and password to be used are the key numbers outlined in the previous step (see 

screen above for reference). The Production username & password are entered 

into the: Product User & Production Pwd fields. Select the mode of operation. Test 

is used for testing the application. You will not be charged by CanadaPost while in 

this mode. In production, you are responsible for any charges generated. Select 

Next to continue. 

 

 

 

 

 

 

 

 

 

 

 



 
 

11. Enter your CanadaPost Small Business Customer No. Th e combination of your 

unique API keys & customer number allows communication with CanadaPost 

services. The notif ication email  is used by CanadaPost to send notifications based 

on the selected notify options. The shipping charge type and charge are used when 

adding the CanadaPost shipping charge back to an associated sales order. The 

Label options are used to specify if you want specific data to show on your 

shipping label depending on the selected options.  

 

 

 

 

 

 

 

 

 

 

 



 
 

12. Click Next to continue.  

 

You have completed the setup of the CanadaP ost for Small Business app. Click Finish 

to exit the wizard.  

 



 
 

13. We want to setup a standard box size for our company. This can speed up the 

process of generating quote requests. Search for the CanadaPost Default Packages 

page.  

 

 

14. Click new to create a new default package.  Click the X to save and close the new 

default package.  

 

 

 

 

 

 

 

 



 
 

Usage 
1. Let us create a new CanadaPost Quote request for an existing order. Navigate to 

Sales Orders.  

 

2.  Choose the Sales Order you wish to create  a quote request for. 

 

 

 

 

 

 



 
 

3. Choose the CanadaPost button. 

 

 

4. This will create a new Quote Request for this Sales Order.  The shipping data from 

the order is automatically pulled into the quote request for you to speed the 

quote creation process.   

 

 



 
 

5. All shipping must originate in Canada. You can ship to US as well as ship 

international. The general and shipping tabs allow you to specify one shipment 

transaction. The options will be restricted depending on which options you choose 

to select. For example, you cannot request to “Leave at door” if you have selected 

the Signature option.  

 

 

6. To submit a rate request, you need to define a package or packages for this 

shipment. Rate requests are determined per package. We have set up a predefined 

package previously. We will select it from the predefined package lookup.  This 

defaults the package information. 

 

 

 



 
 
 

7. Choosing a predefined package restricts the values for the package to be edited. If 

you wish to make changes to the package, you must remove the predefined 

package from the line. The values that were defaulted remain  but can be modified. 

You must enter a parcel weight.   

 

8. Press the action: Submit Rate Request to retrieve a list of CanadaPost services and 

rates applicable to your package. You will see the rate results change to show the  

number of services available.  

 



 
 

9. To view the rates for any given package, make sure you have selected the package 

line in question. Click the Packages-Manage: View Services Action.  

 

10. Services will be displayed along with the costs, shipping dates, taxes.   

 

11. From this page, you can select the service that you are interested in purchasing 

and create a non-contract shipment. To create a non-contract shipment, you need 

to setup a valid payment option in your C anadaPost small business account. 

Otherwise you will receive an error message indicating specifically what the error 

is. Since we are in “TEST MODE”, we can create a non-contract shipment without 

this restriction. Doing so will allow us to generate a shipping label  and retrieve a 

receipt of the transaction.  

 

 

 

 

 



 
 

12. Press the Create Non-Contract shipment option after choosing a service. You will 

only be able to select one service per package.   

 

13. A tracking pin is generated and displayed. While in test mode, you will not be able 

to retrieve tracking information for a shipment. This fe ature will only work in 

production mode. 

 

 

 



 
 

14. Retrieve a PDF of the shipping label by clicking the “Shipping Label” action from 

the ribbon. All the “label” options will be displayed when in “test” mode 

regardless of options selected in setup menu. Production shipping labels will 

generate per the selected options. 

 

 

 

 

 

 

 

 



 
 
 

 

15. Click the Receipt button to retrieve a .txt file of the details for this transaction.   

 

 

 



 
 

16. To cancel this non-contract shipment, we can Request a Refund by pressing the 

“Request Refund”  action from the ribbon. If this shipment has not been scanned 

into CanadaPost’s system, a refund will be granted.  

 

 

 

 

 



 
 

17. Use the Apply Charges to Document action to create a new shipping charge line on 

the associated sales order based on the Setup option chosen.   

 

 

 



 
 

18. Review charges on Order. Close the CanadaPost Results and c lose the CanadaPost 

Quote Page. You will see the charge has been applied to the order based on your 

selected Setup Options from the CanadaPost Setup.   

 

 

United States Shipping 
1. US shipping is like domestic shipping with a few additional conditions that must be 

met. Let’s go through an example. Create an order that has a ship-to address in 

the US by first selecting new.  

 

 

 



 
 

2. Select a customer 

 

3. Add an Item.  

 

 

 

 

 

 

 



 
 

4. Use Quantity of 1.  

 

5. Use a Custom Address  

 

 

 



 
 

6. Change country to US. Set a valid State and Zip code.  

 

7. Click the CanadaPost action from the ribbon.   

 

 



 
 

8. The destination country will default to United States along with defaulting the 

destination code.  

 

9. Add a package, set the Parcel weight.   

 

 

 



 
 

10. Since this is a package with destination of United States, you will need to define 

the customs information.  Customs information is defined at both the quote 

request and package levels. The destination currency along with conversion rate 

will automatically default for you based on your Navision currency setup.   

 

 

 

 

 

 

 

 

 

 

 

 

 



 
 

11. Click the Submit Rate Request Action. You will receive warnings for missing 

required information. A quote will not be submitted successfully until you correct 

all warning messages.   

 

 

 

 

 

 

 



 
 

12. Select to view services under the packages ribbon.   

 

 

13. Select the Service you wish to generate a non -contract shipment for and press the 

Create Non-Contract shipment action from the ribbon.   

 



 
 

 

14. Close the CanadaPost Results and select the Customs Info from the Packages 

option of the ribbon.  

 

15. To ease entry of items in the package, select the “Create Items from Order” option 

which will add a line for each item on the associated sales order.   

 

 

 



 
 

16. The item tarif no. is mandatory for an item being shipped. Populate the Item Tarif 

No. and customs description. Also, the sum net weight of items must be less than 

or equal to package weight.   

 

 

 

 



 
 
 

 

17. Select a value for Non-delivery handling as required for United States shipping.   

 

 



 
 

18. Create non-contract shipment.  

 

 

 

 



 
 

Additional Features 
1. Ship-to Post Office Option – This feature allows a delivery of package to a 

CanadaPost post office of the customer’s choosing instead of attempting delivery 

to the customer ’s address. The customer will be notified by email when the 

package is available at the selected post office. Choose an order and create a new 

quote request.  

 

 

 

 



 
 

2. Select “Delivery to Post Office” option and use the drill down option on the 

“Delivery to Post Office ID” field to choose a post office. The top 10 options 

closest to the Destination Code will be shown.  

 

3. Populate the Client Voice No. and client e -mail as they are mandatory for using 

the “Deliver to Post office” option.   

 

 

 

 



 
 

4. Add a package and submit a rate request.   

 

5. To view all CanadaPost rate requests, you can use the CanadaPost Rate request list 

page. Search for CanadaPost Rate.  

 

 

 

 

 

 



 
 

6. From this page, you can drill into any of your quote requests by clicking the entry 

no.  

 

 

7. To change any of your CanadaPost setup options, search for CanadaPost Setup.  

 

 

 

 

 

 



 
 

8. From this page, you can switch the Mode to production or make changes to any of 

your setup options.  

 

 


