
Save Money every time you Print a Certified Mail Form   
 

1. Reduce the time it takes to prepare your Certified Mailpieces by 60%. 

2. Reduce the time it takes to track your Certified Mailpieces by 80%. 

3. Reduce the time it takes to prepare PS Form 3877(Firmbook Report) 
by 90%. 

4. Eliminate the need to pre-address your envelopes by using the 
Address Label provided on our Certified Mail forms. 

5. Save $1.25 in postage on each Certified Mailpiece you prepare using 
Electronic Return Receipt to obtain a Digital Signature. 

6. Export to Excel to Analyze your Certified Mail usage and calculate 
postage for charge backs to specific customers or departments. 

7. Requires no involvement from your IT staff since no software is 
loaded on your computer.   

 

Benefits of using the NeopostCertifiedMail.com system 



Costs associated with the Web Certified Mail solution   
 

1. The Web Certified Mail solution is completely free of charge 
and can be used by an unlimited number of users 

2. Technical Support is also free. 

3. The Certified Mail forms cost on average about $.30 per 
mailpiece depending on the form and volume purchased. 

4. This correlates into a net savings of $1.05 or more in postage 
on each Certified Mailpiece you prepare using Electronic 
Return Receipt to obtain a Digital Signature. 

 

Costs associated with the NeopostCertifiedMail.com system 



The Initial screen for the Web Certified 

Mail system allows existing users to 

Login to the system and new users to 

Register to use the system. 

       Initial Screen(Login or Register) 

1. Existing Users should enter their 

Email address and Password in 

the box to the left and click 

Login. 

2. New Users should click the 

Register button in the box to the 

right to register to use the system. 

Initial Screen(Login or Register) 



To begin using the Web Certified Mail 

application, users must Register an 

account to setup their login for the 

system.  There is no cost for using the 

system and technical support is also 

free of charge. 

                Registration Screen 

1. The Email and Password 

specified here will be used to 

login to the system in the future. 

2. After completing this form, click 

the Register button at the bottom 

of the screen. 

3. You will automatically be logged 

into the system and directed to 

the Quick Print screen to begin 

printing your Certified Mail forms. 

Registration Screen 



The Quick Print screen is used to 

quickly generate a single Certified 

Mailpiece. 

                 Quick Print Screen 

1. Populate the Recipient 

address(selecting from your 

Address Book, Pasting from a 

Word document, or by entering 

the address. 

2. Set Postage Options 

3. Enter Additional 

Information(Optional) 

4. Click Print Form to generate the 

Certified Mail form in your inkjet 

or laser printer. 

Quick Print 



The Selection & Printing screen is 

used to quickly generate large volumes 

of Certified Mail in a single Print 

Run(Batch). 

         Selection & Printing Screen 

1. Select multiple Recipient 

addresses from your Address 

Book located at the bottom 

portion of the screen. 

2. Set Postage Options 

3. Enter Additional 

Information(Optional) 

4. Click Print Forms to generate the 

Certified Mail forms in your inkjet 

or laser printer. 

Selection & Printing 



The Print Preview of the Certified Mail 

Form displays as a PDF within the 

browser window. 

 Print Preview of the Certified Mail Form  

1. Review the recipient address and 

postage amounts to confirm the 

information is correct. 

2. Click the Printer Icon on the 

toolbar above the print preview. 

3. When the Printer Dialog window 

appears, click OK to print the 

Certified Mail form to your Laser 

or Inkjet printer. 

4. Click the Back button in the 

browser to begin preparing your 

next Certified Mailpiece. 

Print Preview of the Certified Mail Form 



The Tracking & Digital Signatures 

screen is used to quickly track your 

Certified Mailpieces and obtain the 

digital signatures(for users of Electronic 

Return Receipt) 

        Tracking and Digital Signatures 

1. Enter information about the 

Certified Mailpiece you wish to 

Track or obtain the Digital 

Signature for. 

2. Click the View Records button. 

3. Locate the Certified Mail piece 

from the results displayed to 

obtain the Delivery Results. 

4. Click the View Signature hot link 

to view the Digital Signature. 

Tracking & Digital Signatures 



The Digital Signature the USPS 

provides includes the following 

information. 

Sample Electronic Return Receipt(Digital) Signature 

1. The Certified Mail Article 

Number. 

2. The Date/Time the Certified 

Mailpiece was delivered. 

3. The City, State, and Zip that the 

mailpiece was delivered in. 

4. The Digital Signature of the 

person who signed for the 

Certified Mailpiece. 

Sample Electronic Return Receipt(Digital) Signature 



The Edit Default Values screen allows 

the user to specify defaults in the 

system for the following settings. 

                       Edit Default Values 

1. Sender Information 

Å Add/Edit/Delete Sender 

Å Set Default Sender 

2. Postage Options 

Å Weight, Package Type, 

Return Receipt vs. 

Electronic Return Receipt, 

Restricted Delivery 

3. Optional Label 

4. Address Book Sort By 

5. Form Type 

Edit Default Values Screen 



The Retrieve Certified Mail History 

provides users the ability to specify a 

date range and export their Certified 

Mail usage to an Excel spreadsheet 

             Retrieve Certified Mail History 

1. Specify the From and To Date. 

2. Specify All Senderôs or the 

specific Sender whoôs activity 

you wish to analyze. 

3. Click the Retrieve Records 

button to have the spreadsheet 

containing the information sent to 

your email address. 

4. Use Excel to open the file 

attached to the email that you 

receive. 

Retrieve Certified Mail History screen. 



Blank Form Printed Form 

Images of Blank Certified Mail Form and Printed Certified Mail Form(Return Receipt Green Cards) 

Return Receipt(Green Cards) 



Blank Form Printed Form 

Images of Blank Certified Mail Form and Printed Certified Mail Form(Electronic Return Receipt) 

Electronic Return Receipt(Digital Signature) 



Integration into your In-House software 
1. The Web Certified Mail solution can be integrated directly into any 

software using the Web Certified API. 

2. Provides users with the ability to produce Certified Mail directly 

from within your In-House software. 

3. Integration can typically be accomplished in less than 2 hours. 

4. Technical support is free and available to assist with integration. 

 

 

Integration into your In-House software 



How To Get Started 
1. Go to http://www.fpcertifiedmail.com and click Register 

to create an account on the Web Certified Mail system. 

2. Share the http://www.fpcertifiedmail.com website 

address and your login information with other users in 

your office who send Certified Mail. 

3. Contact your local FP Branch or Dealer to purchase 

your Certified Mail forms. 

 

How To Get Started 

http://www.fpcertifiedmail.com/
http://www.fpcertifiedmail.com/

