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This is a Quick Reference Guide to Future Computer Systems Certified Mail Envelopes  
Current domain location: USCLEnvelopes.com 

 
 
 
 

Print this Quick Start Information for reference 
 
 
 
 
 
 

Envelope Support  
1-800-946-3274 x 30 

 
 
 
 
 
 
 
 
 
 
 
 
 

Certified Mail Envelopes is a patented product of Future Computer Systems, Inc.  All rights reserved. Copyright 2001-2005.  
ERR-Electronic Return Receipt®, ETC-Electronic Tracking and Confirmation ® Software 

are trademarks of Future Computer Systems, Inc.  All rights reserved. 
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Certified Mail Envelopes - Quick Start Guide  
Version 1.08 Software 
 

To access the latest Version 1.8 software, go to www.usclenvelopes.com, and Click on Login 
Now or Start New Mailing, if you have an existing Envelopes Account.  Go to PAGE 5. 
 
For New Users Click on Register Now. 
 
 

 
 

 
      
 

Once the New Customer Registration Form is displayed, complete the form in full.  
 

 
Note: The Remember Me box provides a quicker login into your account. 
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New Customer Registration Form 
 

 
 

1. Complete your personal profile which is used to insert your default return address information.  This 
can be changed in the My Profile then My Account or edited on the mailing screen to a different 
return address for each address to be mailed.  See Page 4 

2. Make your selection in the bottom boxes above: 

Print Search Fields Data on your Address Page allows customers to add additional search fields of 
information to be shown on their address page for easy reference and on the Manifest Report.  You have 
up to 5 search fields of information that can be part of mailing and tracking data.  Now you can search in 
your FCSI tracking system database by an account # or unit# or anything linked in your Search Fields 
Manually entered or included in your mailing list (when using a csv. file) .  The names and addresses are 
automatically included in the ETC-Electronic Tracing Confirmation® system.    

CASS - Coding Accuracy Support Service:  This box allows customers to certify the address used 
is a valid address, which speeds up your delivery time.  The address will change to all caps and include 
the USPS 5zip + 4zip.  This service could correct the Zip Code or City, based the address listed.   
Example:    Future Computer Systems, Inc. 
   508 Cahaba Valley Circle 
   Birmingham, AL 35124 
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The correction would be to the city, PELHAM, AL 35124.  The system would recognize this is the 
correct City, based on the Street Address and Zip Code entered.  
This is not a change of address service and will not change your address entered, only improve 
you’re a delivery time.   

Electronic Signature:  This is optional per mailing.  For each mailing you can select this option to 
receive a USPS Electronic Signature Page, once the letter is marked as delivered, the following Monday 
FCSI links all signatures directly to your ETC-Electronic Tracking Confirmation® report and Electronic 
Return Receipt®.  For an additional USPS charge of $1.00 you receive the actual signature page from 
the USPS linked into your account.  All reports are available 24/7 for up to 7 years online in your 
password protected account. 
See Sample Reports 
After you have created your account or logged in, you can Click on My Profile then My Account and edit 
your profile at any time.  You can change your password, and change the Search Fields to include 
Header Names that match your 5 search fields of information manually entered at the time of creating an 
address page or linked each time you send mail using a csv file (see Upload mailing List). 

 
 
 
To create an address page and send mail, Click on Mail Production then Mailing History to view previous 
mail to be sent or Click on Start New Mailing 
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Step 1. Start New Mailing:    Name Your Mailing, Click NEXT.   

 
 

Step 2.  Select Envelope Type:  Click NEXT. 
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Step 3.  Address Mail:  Click on Manually Enter an address or multiple addresses.   
To Upload Mailing List you must use the FCSI data format provided by FCSI.  A sample CSV File is 
linked in the instructions.  Go to Page 12 to begin by using a mailing list for each mailing.  

 
 
To Manually Enter the address information for each address page, Click on Manually Enter, then          
Add New Recipient. Or Finish if you had entered several names and address and ready to send the list to 
be processed. 
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Manually Enter:  Address Your Envelope  
 
Change the Return Address, if different than the default address entered. Next Select Postage, based on 
the number of pages to be inserted into the envelope. See the Postal Weight Chart by Clicking on the 
Envelope Weight Guide. See the following page.   
 
Example: With the address page you can insert 4 additional pages.  
Choose the $ 0.42 Not Over 1oz(s). 
 
Enter the name and Address or Click on the Address Book and enter the information then select from 
your Address Book by Clicking on the drop down arrow.  Enter the Optional Search Fields of Information, 
depending on your industry needs such as: Account#, Unit#, Tax ID#, etc. 

 
 
Enter the data that matches the Search Fields of information.  Go to: My Profile then My Account and 
you can edit your profile at any time to customize the Header Names. Found on page 4. 
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Step 3.  Address Mail: Continued 
  
Click on Save and Add Another to complete several address pages to be mailed at one time, 
with the manifest listing all of your mail for that mailing; or Click on Save, if you are finished and 
ready to complete your one or several address pages for your Certified Mail letters for the day. 
 
Postage Rates, Envelopes and Weight Comparison Table:  
Outlines the cost of postage to select based on the envelope selected and the number of page to be inserted.  
Each Envelope may have a different number of pages and could have a different postage amount to be 
selected. The Manifest will list each name and address with the proper postage for each envelope and a total 
amount to be paid.  For the total postage amount to place on each envelope, use the Manifest Report.   

Example:  5 envelopes are being mailed with various numbers of pages and services selected (with or without 
the USPS E-Signature Page). Each envelope could have a different amount of postage.  The Manifest Report 
will provide the totals for each Envelope and the total for all of your envelopes.  

 
 
 
Step 3.  Address Mail: Continued  
After Clicking on Save, this is your chance to Cancel your address pages created or Click on Add New 
Recipient to add an additional address.  You can still Click on Click Here on that row of information to 
review and make any final changes.  Click on Finish when you ready to proceed with processing your 
address pages for mailing.    
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Step 4. Review Your Order:   
This your final review to purchase USPS E-Signatures, which will be linked to your ERR Reports and 
downloadable for up to 7 years online 24/7 – 365 days a year.  CASS Addressing certifies this is a valid 
address based on the current USPS database.  This does not a change of address service.  There is no 
additional charge for this service.  
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That’s it.  Your Address Page(s) and Manifest Report are being processed and in minutes will be ready 
to print.  You can leave the Account or go to Mailing History to view and Print your Address Pages and 
Manifest Report.  Once your reports are listed as Completed, the Article Numbers listed have been sent by 
FCSI Envelopes to a USPS database for notification you have used this number.  Your letter(s) will now be 
tracked throughout the delivery process, which includes up to 5 Search Fields information entered.  

 
 
 
View the Status.  Once your Job is showing Completed, you can print that Job at any time.  Click on the 
Mail Piece Inserts to print all of the Address pages in that Job.  Then print the Manifest Report for that 
mailing.  
 
If additional Jobs were created, and indicating Completed, you can print each of those Jobs. Click 
on the Mail Piece Inserts on each of those Jobs, and view, print and you can save them to your computer.  
You could even email them to others to be printed and mailed. See the following page. 
 
Next Click on the Manifest Report to be used to determine you total postage cost per envelope  
 
Note: The USPS Postal Service Form 3877 - Manifest Report and Envelopes should be presented to 
a USPS Post Office, and should be Round Stamped and Signed by a USPS Receiving Clerk.   
 
 
 
Please read the information found on the screen below, which is an easy reference guide to 
your options.   
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This Job Manually Entered is Completed.  To send multiple letters using a csv. File.   
 
See below the steps to Upload Mailing List. Your list will include the Mailing address, return address, 
which can be different for each letter to be mailed and can include up to 5 Search Fields of information.   
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Step 3. Upload Mailing List: 
 
To Upload Mailing List you must use the FCSI data format provided by FCSI.  Click on the click HERE to 
download an actual csv file, to be used as a template for your mailings.   
 
See below the Data File Characteristics (File type and Layout) required to link a list. 
 
Data File Characteristic Page: 
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Sample List 
 

 

 
Selecting the Mailing List from your computer. 

 
 

Once you build your list in the required format, complete Step 1, Step 2, and in Step 3 choose 
Upload Mailing List.  To Upload your list Click on Browse, and then choose the file found on 
your computer.  Then Click on Upload Mailing List.  Next in Step 4. Click on Finish 
That It! 
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SAMPLE ADDRESS PAGE: 
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SAMPLE USPS FORM 3877 - MANIFEST REPORT: 
 
This is your legal receipt or Proof of Mailing.  Keep this for your records.  The Manifest should be 
signed and Round Stamp dated by a USPS postal clerk or letter carrier to serve as receipt of letter 
acceptance. 
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ETC-Electronic Tracking and Conformation ® Software and ERR-Electronic Return Receipt® 
 
At any time, (before, during or after your mailing), you can Click on ETC then ETC Search to view 
the current delivery status of letters in the ETC-Electronic Tracking Confirmation® detailed 
reporting pages.  Once your item is listed as Delivered the USPS tracking report, ETC and your 
ERR-Electronic Return Receipt® is available as proof of Delivery, along with your USPS 
Signature page, if you selected the advanced purchase of the original signature, at the time of 
mailing.   
 
Note:  ETC® is also available from the Mailing History Page.  Click on Completed.  
 
Please allow for the following Monday after your mail is delivered to receive the USPS Signature 
Page, included with the ETC® reports.   
 

 
 
 
See Below the ETC® System Screens, with access to your reports. 
 
From this screen I will see all of my mail sent and have the option to Click on the Article Number to view 
the Detailed Tracking Information, or Enter a name of number in the Search Field box to view every letters 
sent to that Company, Person, Account Number, etc.  
 
See below the search for IRS Service Center letters mailed only.  
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This is the actual Shipment Detail Page - ETC® screen available each day, to view the updated status of 
your mail sent.  Each day you view the movement and delivery status of your mail.  Click on the bottom box 
and scroll through the Mailing History to view the detailed movement of the envelope. 
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Shipment Detail Page: Click on Print ERR Report, to create the ETC-Electronic Tracking Confirmation® 
Reports.   
 
Option 1 Enter any name and the report will be saved to the Requested Reports folder under the name 

entered. 
 
Option 2 Enter an e-mail address and the report will be sent to the email address entered and the 

Requested Reports folder showing the email address entered.  From the email sent from FCSI 
Envelopes or Requested Reports folder you can then view, store or print the 2 or 3 page report 
(3 pages with the Electronic USPS Signature page).  

 
The reports will be saved in the Requested Report folder for 14 days.  You can request the same 
report as often as you want for up to 7 years 
 
Report are accessible in your secure password protected account, and available online from any 
computer worldwide, 24/7 for up to 7 years.   
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From the Requested Reports folder you can then view, store or print the 2 or 3 page report (3 pages with 
the Electronic USPS Signature page).  
Click on the Click HERE To Download Your Report to Open or Save your ERR-Electronic Return 
Receipt® and Click HERE To Download Your Signature if you purchased the Electronic USPS 
Signature page. 
 

 
 
From the link in the email sent to the email entered, you can Click on the Download Your PDF Here and 
Download Your Signature Here  
 
Now you can email reports or enter any name for your reports and they are saved in the Requested 
Reports folder for 14 Days! 
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See below the Actual ETC® and ERR® and USPS Electronic Signature Report.   
 

ERR-Electronic Return Receipt®, Page 1 of 2. 

 
 

Once your letter is marked as DELIVERED the Card will turn Green. 
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ETC-Electronic Tracking and Conformation ® Software, Page 2 of 2 
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USPS Electronic Signature Page: 
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Commonly Asked Questions 

 
How long does it take USPS to deliver a Certified Mail envelope? 
USPS does not guarantee or specify an exact delivery time.  However, Certified Mail is considered Special 
Service Mail.  Remember someone at the delivery address must sign for the envelope.  
 
Our Experience:  Plan on 3 to 10 business days. 
If you are mailing to a residential address and no one is home, a USPS delivery reminder will be left by the 
USPS Mail Carrier (Notice Left). This reminder informs the recipient of the Certified Mail Envelope, and 
where it can be picked up at a nearby Post Office.  If no one picks up the envelope after 5 to 7 days, the 
USPS attempts a second delivery to the delivery address. Again USPS is to leave a delivery reminder that 
mail can be picked-up at the nearby Post Office. After 5 to 7 days the third and final delivery attempt will be 
made. A final notice reminder is left and the envelope is taken back to the Post Office – Unit of 
Delivery.  After 5 to 7 more days if no one has claimed the envelope it is marked Returned To Sender, to 
the return address provided on the outside of your envelope.   
 
What receipts or legal proof is provided? 
Three Reports are provided with our Certified Mail Envelope Service as “Proof of Mailing” and “Proof of 
Delivery”.  The first is the USPS PS Form 3877 - Mail Manifest that you should have been signed and 
round stamped dated when you turn your envelopes over to the Postal Service. The second and third 
receipts are the ETC-Electronic Tracking and Confirmation® Report and ERR-Electronic Return 
Receipt®. This serves as your legal proof the USPS successfully delivered your envelope, available online 
in the ETC® system. In addition, an original signature is provided on the USPS E-Signature page, if 
purchased at the time of mailing.    
 
 USPS Mail Manifest (PS-Form 3877).  Many times referred to as the Postal Firm Book. It 

provides legal proof of mailing and is to be signed and dated by a Mail Carrier from the USPS.  
 
 ERR® is the ERR-Electronic Return Receipt® (Green Card). This document is printed from the 

software, and is used to provide legal proof of delivery.  The document shows Certified Mail delivery 
information and the information is authored by the United States Postal Service.  The document can be 
printed from any computer at any time.  The data resides at FCSI and is maintained for 7 years in your 
secure password protected account.  
 
Where can I mail my Certified Mail Envelopes?  
You may mail USPS Certified Mail at a post office, branch, or station or even give it to a mail carrier. You 
may also deposit Certified Mail in a post office mail box, a street mailbox, or any other receptacle to mail 
USPS First-Class Mail. Using our Certified Mail Envelopes you receive tracking and delivery scans to serve 
as your receipt of mailing and delivery.   
 
Note: FCSI Envelopes recommends that you always take your mail to the Post Office.   
 
What about the Green Card? 
The “Green Card” has been the icon of Certified Mail for more than 230 years. However, the “Green Card” 
has been difficult for both the sender to fill-out and send, and the U.S. Postal Service to handle and 
manage. From 2001 to 2003, the U.S. Postal Service contracted with FCSI, dba USCertifiedLetters.com as 
a Sole Source vendor, providing a Certified Mail Solutions to postal customers - using our mailing 
solutions, which included ETC-Electronic Tracking Confirmation® and ERR-Electronic Return 
Receipt®. 
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FCSI Green Card:  
Today the ERR-Electronic Return Receipt® is used by Certified Mail customers worldwide, including the 
USPS (See USPS, track and confirm - Return Receipt-Electronically), and is quickly replacing the old 
traditional Green Card.  Clearly the FCSI ERR® saves the Mailer and the U.S. Postal Service time and 
money.  It eliminates lost or misplaced “Green Cards” and is tracked daily with our patented ETC-
Electronic Tracking and Confirmation® Software service, included with each Certified Mail Envelope sent.  
 
The ERR-Electronic Return Receipt® and Electronic Tracking and Confirmation® Reports are stored in 
your secure password protected account, and are available 24/7 from any computer worldwide  
  
How Does This Work: 
Anytime a Certified Mail envelope is enter in the mail stream, the USPS scans the document throughout 
the delivery process.  With our system you will see the tracking information throughout the delivery process 
(Shown on the ETC tracking detail screen).  If the letter is scanned through a USPS reader at each Post 
Office along the delivery route (P.O. Box number are listed), and each Delivery Events will be listed.  
The Delivery Events are listed below. 
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The USPS collects a signature at the time of delivery.  Each signature is captured by the mail carrier (PS 
Form 3849 and PS Form 3811-“Green Card”), and the U.S. Postal Service electronically stores that 
signature image.  FCSI links that USPS Signature Page to your account  
 
That signature on the Form 3849 provides legal proof the envelope was accepted by someone at that 
address.  The “Green Card” Form 3811 is actually a courtesy reply card, with the recipient’s signature 
stating they are in receipt of the envelope, from the USPS.   If that card is lost in the return process or 
misplaced.  You have one option.  Return to the Post Office and request and pay again for a USPS 
Electronic Signature page, since the “Green Card” is no longer available.    
 
How Do I Get The Signature of the Person Who Accepted the Certified Mail Envelope? 
Signatures may be purchased in advance using FCSI Envelopes for $1.00.  From any local USPS Post 
Office. Request the Signature After Mailing, PS Form 3811-A. The cost for each Signature after Mailing 
is $4.35 and you pay the Post Office direct.   
 
Do I need a Signature? 
Our ERR-Electronic Return Receipt® is conformation from the USPS that your mail has been delivered, 
with or without the signature. The real question is do I need a signature on every envelope sent for legal 
proof of delivery (less than one percent of Certified Mail sent will need an actual “Green Card” for legal 
proof of delivery). Our ETC® and ERR® system is used by Law Enforcement, State and County Agency’s, 
Collection Agency’s, Law Practices and Financial Institutions, and has been used in court cases throughout 
the country as legal proof of delivery.  
 
The ERR®, with the entire tracking process, ETC®, is available at No Additional Charge, for up to 7 
years..   
 
Helpful Tips: 
 
Purchasing Signatures from the USPS after I mail my letters: 
Once your letters are marked as Delivered, you can still pay for and receive a signature.  The USPS 
person behind the local Post Office may not be familiar with this service. Make sure you ask for the product 
by name: Signature After Mailing, PS-Form 3811-A.  $4.35 per signature. 
  
The USPS will normally check the Internet web site then inform you that no signature was found. This is not always 
correct.  Ask them to check the USPS Intranet, not the web site. If you continue to have problems ask for the Local 
Postmaster, then request the product again or contact FCSI for assistance.  
  
If your letters is not marked as Delivered or there is no Signature available, you could be entitled to 
a refund, since the service of Certified Mail paid, $2.70 was not properly performed.   
 
Ask to file PS-Form 3533 the Application and Voucher for Refund of Postage and Services. USPS 
does not like to issue refunds for Service Not Rendered so they will work extra hard to locate your 
Signature. 

 
 

THANK YOU FOR “GOING POSTAL” WITH FCSI ENVELOPES 
 
 

USPS is a registered trademark of the United States Postal Service, All rights reserved. 
USPS Certified Mail is a registered trademark of The United States Postal Service, All rights reserved. 
ERR-Electronic Return Receipt® is a trademark of Future Computer Systems, Inc. All rights reserved. 

ETC-Electronic Tracking and Confirmation® Software is a trademark of Future Computer Systems, Inc.  All rights reserved. 
Certified Mail Envelopes is a product of Future Computer Systems, Inc. All rights reserved. 


