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1. Click on “Certified Mail”
2. Select “Electronic Return Receipt or “E-
Certified”

Shipping Labels ~ Stamps [REGICAUCIM Ship Orders & Get Started

NOTE: Electronic Return Receipt provides electronic
signature, date and time of delivery. E-Certified @
provides Date and Time of delivery.

Electronic Return Receipt

USPS Postage: 587.65 @ .{‘5}

CERTIFIED MAIL

7037 1000 000 1422 0000

®

E-Certified
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3. Sender - will default to the address setup for
your location.

You can change the sender address by clicking
the drop down and selecting “Edit Sender
Address”, you can also choose a sender address
from the address book or enter a sender
address to save in the address book.

4. Recipient — who you are shipping the certified
to. You can enter manually or choose from the

address book.
\

5. Make sure you verify the address if first time
entering a new address.

6. You can choose to send the tracking info. and
delivery of shipment to sender/recipient or both
and you can add emails as well.
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6. Sending Options — you can select ERR or E-
Certified here as well as the type of certified
mail you sending, if it’s a letter, flat, package etc.

7. Enter the weight.

8. Select your cost account that you are billing
the charges to in the cost account field. You can
search for the cost account by clicking on the
search icon.

Q
9. Memo re...<..ces are optional.

10. You have 4 options of coversheet sizes you
can print. Select the one you need.

11. Once you are ready, click on “print
coversheet and stamp”, the system will print a
coversheet with a barcode, tracking # and stamp
with the certified postage.
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