
STEP 1

Enter recipient’s address or select it from  address 
book.

Address validated for accuracy and proper 
formatting.

Mail piece data uploaded to USPS®.

STEP 2

Print Certified Mail® barcode.

Option A: Print a barcoded cover page and place on 
top of documents.

Option B: Print a barcoded tracking label using a 
thermal label printer.

STEP 3

Prepare Certified Mail® piece.

Option A: Insert folded cover page and documents 
into a double-window Certified Mail® envelope.

Option B: Apply thermal tracking label onto any type 
of envelope.

STEP 4

Meter the envelope for $1.25 less than the “green 
card” paper-based method (reflects reduced amount 
for electronic Return Receipt service).

STEP
5

Delivery status of all sent items is automatically 
tracked and displayed in a user-friendly online portal.

Download electronic PDF signature files as needed 
(replaces “green card”).

All activity and signature files are stored for the 
lifetime of your subscription.

Run simple or advanced searches and print or export 
reports.

Stop handwriting USPS® Certified Mail® forms.  Streamline your preparation process
and start saving today with ConnectSuite e-Certify from Quadient.  Here’s how it works:  

Save $125.00 for every 100 Certified letters, and $1,250.00 per 1,000
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ConnectSuite e-Certify Process


