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How to use the Print Queue to 
streamline production of your 
Certified Mail.  

• The Print Queue feature lets you prepare cover sheets but delay printing until a 

more convenient time. 

• For example, you can create Certified Mail cover sheets throughout the day, but 

print them all at once, later in the day, rather than one at a time. 



There are two ways to add items to the 
Print Queue:

From the Create Cover Sheets & Labels 
screen, after completing Steps 1-3, 
simply click the ADD TO QUEUE button.

2



Or, second, click the 
ADD TO QUEUE 
button on the Print 
Preview screen 
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In both cases a message will 
appear in the upper right corner 
of the screen to confirm the 
cover sheet has been added to 
the queue 
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When you’re ready to print 
from the Queue, select from 
the Create Cover Sheets & 
Labels screen.
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Next you see the Print Queue screen. In this example, there are six cover sheets waiting to be printed. 
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• Make sure plain paper is loaded in your printer.
• If there are Certified Mail letters you no longer plan to mail, click Request Refund to delete them.  
• Select the cover sheets you want to print using the “Select” column. 
• Then click the Print Selected Cover Sheets button. 
• After printing, the items are automatically deleted from the list.
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