How to use the Print Queue to

streamline production of your
Certified Mail.
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« 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.
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Originator

Group
Linel

Line 2
Address
Address 2
City

State

Zip
Phone

POD Recipient List

New York Office
Sterling Management Inc
Leslie Smith
230 Park Ave.

Ste 230
New York
NY  (2charabbrev.)

10017 Plus 4

* If your actual mailing address is different
than above, select "Add Alternate Address"

Add Alternate Address

Recipient

Name
Company
Address
Address 2
City

State

Zip

Email

Reference

ItemID
(print on label)

Address book...

Address book...

Department of Revenue Services

State of Connecticut

PO Box 2934

Hartford
a (2char abbrev.)

06104  Plus4 2934

Mailing Date [ 07/29/2025

Cost Code

=)

Mailing Service
Restricted Delivery
Container

Paper Type
Number of Pages

Mailpiece Information

[ Certified v |

SUPPORT CONTACTUS

Single vs Batch: Choose single when
preparing one piece at a time. Batch is for
mailings.

Reprint: Enables cover sheets and labels to be
reprinted within 8 hours of creation.

| #10 Window Envelope N |
| Plain Paper v |
1-5 v

| verify that the page count or weight is

accurate.

Originator/Recipient Address: Line 1 is for
company or name. Line 2 if you need both. Max is
46 alpha/numeric characters per line.

POD Recipient List: Enter email to receive
Proof of Acceptance and Delivery PDFs for this
specific mailpiece via email. If requesting the
PDFs be sent to others, enter emails separated by

Send Email Notification of Delivery

Enter Email: I Ismith@sterlingNYC.com

Save label information as default setting

Bypass address validation

*If anerror is found with the address, check it at
usps.com or check bypass address validation.

Add to Address Book

emicolons.

Reference: Enables you to add a reference
number to the mail piece which is saved to the
Production Report.

Item ID: An alpha/numeric code that will appear
below the return address. Makes it easy to
identify the content inside any mail piece that is
returned. Max is 30 characters.

Bypass Address Validation: Address
validation highlights potential errors using the
USPS database.

Mailpiece Service: Certified Mail® items are
sent via First Class or Priority Mail® (over 13 0z).
You can also mail Priority, Priority Express and
First-Class letters.

Mailing Service: Certified with RR(E) is the
right choice when you want a signature proving
delivery. Choose “Certified” when you don’t.

Send Email Notification of Delivery:
Notifies you when the Proof of Delivery or Return
Receipt Electronic has been posted to your
account.

Preview: Shows you the cover sheet or label
before adding postage.

Create: Adds postage to cover sheet or label so
it can be printed and mailed.

Add to Queue: The queue enables you to
prepare cover sheets and labels but not print
them until hours or days later.

Print Queue: Opens the print queue so you can
determine which items to print and mail today,
and which to leave for another day.
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If the label is correct, click Create this Cover Sheet to produce the actual cover sheet. If nof, click Edit this Cover Sheet , make the appropriate changes and click Preview
to this screen

Or, second, click the
ADD TO QUEUE — J | J[ J[
button on the Print

Preview screen ton om0 @ easyp

STE 230 USPS CERTIFIED MAIL™ 10017 I” Eﬁ@@}’&@ﬁﬁﬁﬁ
thes fm L \

NEW YORK NY 10017 C4013161

Retail
1.0 OZLTR 0901000005
Postage $6.04

9407 0000 0000 0000 0000 00
IR AY /g | o /(LY B LY UL

DEPARTMENT OF REVENUE SERVICES
STATE OF CONNECTICUT

PO BOX 2934

HARTFORD CT 06104-2934




In both cases a message will y

appear in the upper right corner Success

of the screen to confirm the
cover sheet has been added to Added To Queue Successfully

the queue



When you’re ready to print
from the Queue, select from
the Create Cover Sheets &
Labels screen.




Next you see the Print Queue screen. In this example, there are six cover sheets waiting to be printed.

Accounting Onsite Dental . . Request Refund [
) 1538 Turnpike St. Suite 101 North Andover MA 01845 7 Request Refund
Office Care —_—
Greenwich Request Refund @
Court of Probate Probate 101 Field Point Rd P.0. Box 2540 Greenwich CcT 06836 7 Request Refund
Court RequestRefund ()
Equity Trust Fee P.0. Box 451219 Westlake OH 44145 7 R t Refund
Company Collection - Request Retun Request Refund @
Department
Internal Revenue .
Service of the P.0. Box 30309 Memphis TN 38101 7 Request Refund Request Refund e
Treasury
NYS Estimated
RequestRefund @
Income Tax .
P PO Box 4122 Binghamton NY 13902 7 Request Refund
rocessing 1 of 1 pages (6 items)
Center
Department of State of
. PO Box 2934 Hartford cT 06104 7 Request Refund
Revenue Services  Connecticut —_—
1 1 of 1 pages (6 items)

* Make sure plain paper isloaded 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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