SimpleCertifiedMailcom How to View and Download Production Reports

After logging into your account,
go to the Reports tab and select
Production Report
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The Production Report
appears on my screen.

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

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

| click Search to generate
the report.

© Production Between‘ 04/01/2025

and‘ 05/10/2025

Daily Recap Select

How to Use: Select the Production Period by using
the calendar. Then click “Search.” You will then see the
detailed production report.

Exporting Data to Microsoft Excel: Click Export
XLS at bottom of the detailed production report screen
to download information in Microsoft Excel format. The
report can then be sorted and formatted to meet your
requirements.




The Production Report Production Report

Co nta i ns a I I t h e d eta i IS o n Recipient Name Zip Date Created Date Mailed Acceptance Acceptance Details USPS Iitem Number
. . . Boston John Kelly Jim Roberts Mason Street Bank Greenwich CcT 06830 4/10/2025 4/10/2025  Acceptance Accepted at USPS Origin Certified 9436000208551109457706
Office Mason Street Bank Facility - Appril 10. 2025
the mailpieces sent during AL
. 02112
t h e d ate ra nge you S peC Ify- New York David Jones United States Internal Revenue Charlotte NC 28201 4/14/2025 4/14/2025 Acceptance Accepted at USPS Origin Certified 9407136208551276032281
Office Treasury Service Center Facility - April 14, 2025 Ref#: Q1 Estimated IRS Tax
5:00pm NEW YORK, NY
10022
New York David Jones NYS Estimated State of New York Binghamton ~ NY 13092 4/15/2025 4/15/2025  Acceptance Accepted at USPS Origin Certified 9407136208551947616611
Sca n a C rO SS th e CO I U m n S Office Income Tax Facility - April 14. 2025 Ref#: Q1 Estimated NYS Tax
6:30pm NEW YORK, NY
HH H 10022
d eta I I I n g W h O re Ce Ive d t h e New York David Jones Linda Rosen Mass Mutual Pittsburgh PA 15250 4/16/2025 4/16/2025 Acceptance Accepted at USPS Origin  Certified 9407136208551274542058
. . . Office Facility - April 16. 2025 Ref#: Lease draft
mailed item, how the mail 7/00pm NEW YORK, NY
Boston John Kelly State State Condo  Community Management  Phoenix AZ 85082 First-Class Mail 00040208551025657760850
was sent, the USPS item Ofce Assodition
f . Tampa Janet Williams Jonathan Segal Turner Construction Miami FL 33130 Accepted at USPS Origin 940713620855127542857
Office Facility - January 10.
number, the cost of service,
d 33605
a n m Ore . Boston Allison Foster Peter Swartz Northeast Flooring Inc Boston MA 02467 9407136208551152957998
Office Refi: Signed agmt
You will need to scroll to the
right to see all the columns
h h f Group  Originator Recipient Name Company Name City State Zip USPS Iltem Number Delivery Date  Cost of Service
as there are a more than Tit Boston  JohnKely  Jim Roberts Mason Street Bank  Greenwich CT 06830 9436000208551109457706 1/15/2025 $9.28
Office Mason Street Bank
on one screen. New York David Jones United States Internal Revenue Charlotte NC 28201 9407136208551276032281 4/14/2025 $6.66
Office Treasury Service Center Ref#: Q1 Estimated IRS Tax
New York David Jones NYS Estimated State of New York Binghamton NY 13092 9407136208551947616611 4/15/2025 $7.47
TO sort an d ana |yze th e d ata’ Office Income Tax Ref#: Q1 Estimated NYS Tax

it’s often easiest to Export to

_ _ This example includes a Cost-of-Service column, making it easy to allocate costs
a Microsoft Excel file.

per piece to legal matter, client and more.
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