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FP_e-Certified Mail: Article History Retrieval

This document will go over how to pull reports in Article History Retrieval

Y

Log into the e-Certified Portal
2. Go to Tracking & Digital Signatures
NOTE: Signatures are only uploaded from USPS once a week on Mondays

QUICK PRINT SELECTION PRINT USPS TRACKING &

& PRINTING FIRMBOOK REPORT |DIGITAL SIGNATURES
3. SeleCt Retrieve Certiﬁed Mail Download Signatures Search for Certified Mail records Search
Article HiStOI'y From Date [[7/27/2024 To Date [[9/25/2024

Contact Company:
Address Address 2
City: State:
Zip | AddresseeCode:
AddresseeCode2 | FileNumber

Certified Number | Sender Contact[[All Senders v
Delivery Result|All Records - Mailed __v| Soradtgl

View Archives I Retrieve Certified Mail Article History, I

4. Type in desired date range Article History Retrieval

Enter a date range below and click on Retrieve Records. On the next
screen that opens, just right click on the icon and click Save Target As to

5. Choose All Senders or a SpeCifiC save the Article History file to your computer
Person from the drop down

From Date} 09/01/2024
To Date:j| 10/01/2024

6. Click Retrieve Records

L Sender:] All Senders v 1
7. nght click on the file and Choose The data you requested is ready for download.
save Iink as To save the file to your computer right click the icon below and click Save As.
iz
.l
8. Save the file to a downloads folder ax

L Open link in new tab
Open link in new window

Open link in incognito window

[H] Create QR Code for this image

Save link as...

Copy link address

Open image in new tab
Save image as...

Copy image

Copy image address

@ Search with Google Lens

Inspect
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9. Open a Blank Excel Document

Home

Insert

Page Layout  Formulas

Review View Automate

ABBYY FineReader PDF 15

Data

(%

Queries & Connecti
D" [T Queries & Connections

Help

(5| oo = m
. G F F bl Recort Bict) Properties o
10. Click on Data e T;:;’g'sv Wb mR"a‘nT;eE/ Pz:zr': v Sources G e R:fﬁh S WerkBook Lk Organization  Stocks
Get & Transform Data Queries & Connections
11. Choose From Text/CSV
12. Select the downloaded file 3 Import Data X
- v N ¥ > Downloads v (& ) P
13. CIICk Import Organize ~ New folder =- 0 0 ‘
> PR Pictures Name Date modified Type
Recordings Yesterday
TastEiodanis B9 CertifiedHistory_UserlD10783_3_22_01_PM )/24/2024 2:45 PM Microsoft Excel Cor

I | CertifiedHistory_UserlD10783_3 22 01_PM

| 9/24/2024 2:22 PM Text Document

Videos 322 01
Last week
FlexStream -Brochure 1_files
@l Desktop » -
Last month
4 Downloads #

& Documents

P Pictures

»

»

Earlier this year

File name: | CertifiedHistory_UserlD10783_3_22_01_PM

Text Files

Tools ~ I Import

Cancel

14. Confirm the delimiter is Comma

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

16. Click Load

CertifiedHistory_UserlD10783_3_22_01_PM.txt

File Origin Delimiter Data Type Detection

| 1252: Wester European (Windows) ~ | | Comma - | [Do not detect data types -] B

Columnl Column2 Column3 Columnd ColumnS Columné Column? Column8 Column9 Ci

UserlD SenderlD ArticleNumber BatchDate BatchiD FromName FromCompan 1 2 Fre

10783 25999 92148969009997901215940973 | 2024-09-09 9 Rachel Duede | Loffler 3745 Louisiana Ave S Sai

10783 25999 92148969009997901216001345 | 2024-09-20 ' 9 Rachel Duede | Loffler 3745 Louisiana Ave S Sai
< >

[T

Transform Data Cancel

Example of Report:
olumn1 g Column2 §d Column3

M Column4 §d Column5 [§d Column6é [ Column7 | Column8

BatchDate BatchID

92148969009997901215940973 2024-09-09 9
92148969009997901216001345 2024-09-20 9

MN: St. Louis Park; Duluth; Mankato; Rochester; St. Cloud; Willmar; Grand Rapids; Thief River Falls | WI: Eau Claire; La Crosse; Green Ba

UserlD SenderID ArticleNumber
10783 25999

10783 25999

9/27/24

FromName  FromCompany FromAddressi1
Rachel Duede Loffler 3745 Louisiana Ave S
Rachel Duede Loffler 3745 Louisiana Ave S
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