
After logging into your account, 
go to the Reports tab and select 
Production Report
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How to View and Download Production Reports



The Production Report 
appears on my screen.

Here I can enter a range 
of dates for the Report, or 
I can request a recap of 
today’s production 

During this demo, I have 
chosen to enter a date 
range.

I click Search to generate 
the report. 
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The Production Report 
contains all the details on 
the mailpieces sent during 
the date range you specify.

Scan across the columns 
detailing who received the 
mailed item, how the mail 
was sent, the USPS item 
number, the cost of service, 
and more. 

You will need to scroll to the 
right to see all the columns 
as there are a more than fit 
on one screen. 

To sort and analyze the data, 
it’s often easiest to Export to 
a Microsoft Excel file. 
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This example includes a Cost-of-Service column, making it easy to allocate costs 
per piece to legal matter, client and more.
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