
After logging into your 
account, go to the Reports 
tab and select Delivery 
Information Report
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How to Check the Status of Mail Pieces You Have Sent



The Delivery Information 
Report provides several 
search options.

In this example, we have 
entered a Date Created 
Between range. 

When you’re ready, click 
the search button.
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The resulting screen contains all 
the details on the mail pieces 
created during the chosen 
timeframe.

A green dot indicates that 
the item has been delivered

A yellow dot shows the item 
is in transit

A RED dot indicates delivery 
was not successful, and the 
item was returned.
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If you click Details on any item, a window appears 
that shows all the information for that mail piece.

• The date it was sent.
• The tracking number. 
• The date it was delivered.

Click the View PDF links to view and download 
PDFs for:
• Proof of Acceptance Electronic
• Proof of Delivery Electronic 
• Return Receipt Electronic (with recipient’s 

signature)

Note that all delivery information, including these 
downloadable PDF file, are stored in your account 
for 10 years.
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Here are examples of the Electronic Proof of Acceptance, Proof of Delivery and Return Receipt Electronic
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Proof of Acceptance Electronic Proof of Delivery Electronic Return Receipt Electronic



The Advance Mail Date column shows you the 
electronic Proof of Acceptance PDF.

The Last Status Column shows the date and 
delivery status of each mail piece. 

If you see “Request Refund” in the options column, 
it means the mail piece has not yet been mailed 
and accepted by the Postal Service, so the postage 
cost can be refunded back to your account. 

This option is handy if you created a label by 
mistake, or you’ve decided not to send the mail 
piece. After processing, pieces that received a 
Refund are noted in the Last Status column.

Another great feature is the ability to print multiple 
signature PDFs simultaneously. 

If the Option column displays View Signature , click 
the check box next to each item. Then click “Print 
Selected Signatures”. The system combines all 
selected signature files into a single PDF file that 
you can save, print or forward, as needed. 
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That’s it. You now have an overview of how to check the status of every Certified Mail piece you send. 
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