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FP e-Certified Mail: Article History Retrieval  
This document will go over how to pull reports in Article History Retrieval 
 

1. Log into the e-Certified Portal 
2. Go to Tracking & Digital Signatures  

NOTE:  Signatures are only uploaded from USPS once a week on Mondays 

 

3. Select Retrieve Certified Mail 
Article History 

 

4. Type in desired date range 
 

5. Choose All Senders or a Specific 
Person from the drop down 
 

6. Click Retrieve Records 

 

7. Right click on the file and Choose 
Save link as 
 

8. Save the file to a downloads folder  
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9. Open a Blank Excel Document 
 

10. Click on Data 
 

11. Choose From Text/CSV 

 

12. Select the downloaded file 
 

13. Click Import 

14. Confirm the delimiter is Comma 
 

15. Change the Data Type Detection 
to Do not detect data types 
 

16. Click Load 

Example of Report: 

 


