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Introduction
The EZ-Confirm web utility is a powerful tool for creating and tracking mail pieces through a variety of
delivery confirmation services. An address book, digital signature request, and other features bring the
power of the post office to your screen.
This guide illustrates the use of the EZ-Confirm site. If you have questions that are not addressed by this
guide or the companion Administrator Guide, please follow the “Contact Us” link at the top of the EZ-Confirm
site to find Customer Support contact information.
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Account Type and Feature Availability
Based on your account permissions, some features described in this guide may be unavailable.
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Access and Navigation
The EZ-Confirm web utility is accessed through the Engineering Innovation, Inc. website. This section
provides information on reaching the EZ-Confirm utility and navigating its various features.

Login
Note:
If you do not already have an EZ-Confirm username and
password, contact your account representative.
1. In a web browser, navigate to www.eii-online.com
2. Hover over the “Products” tab in the toolbar. This will open a
drop-down menu.
3. In the drop-down menu, select the “EZ-Confirm” tab.

4. Click the “EZ-Confirm customers - Click here to login” link to be
directed to the EZ-Confirm login page. The direct link is https://
secure.ez-confirm.com/MAILnet/Login.aspx

5. Enter the account username and password in the Returning
Users box.
6. Press enter or hit the “Submit” button.

Note:
If you have forgotten your username or password, the ‘Click
Here’ link will lead to a password reset page.
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Access and Navigation
Navigating the EZ-Confirm Website
The image below shows the main page of the EZ-Confirm utility.
A menu at the top of the page contains links to manage the session,
access contact information, and return to the EZ-Confirm home page.
The main tool bar is used to navigate the primary pages of the EZConfirm site. Page content is presented in the main window. A menu
at the bottom of the page provides links to other useful information.

Page Top Menu

Main Toolbar

Main Window
Always check the news
section of the home
page when logging into
EZ-Confirm. Important
notices and updates are
posted here.

Page Bottom Menu

Transactions and the Transaction Counter
Transactions are electronic vouchers purchased by EZ-Confirm
customers and consumed when addressing mail pieces. Transactions
are specific to mail type, specifically “Confirmation Mail” and “Certified
Mail.” A counter showing the available transactions by type is located
near the top right corner of the EZ-Confirm screen. Transaction
types will only be shown in this counter if the number of remaining
transactions is greater than zero.

Table of Contents
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Features and User Levels
All EZ-Confirm features can be reached through the main tool bar. Account type and specific permissions
will determine which features appear to a user.

Features
All EZ-Confirm features fall within the categories presented on the main tool bar. The graphic below provides a brief description of what each
feature category offers.

Account

EZ-AddressTM

Manage EZ-Confirm accounts for which
the account has access or control.

Create and manage EZ-Confirm mail pieces.

Reports

Help

View reports on EZ-Confirm usage,
transaction history, and service performance.

Look up helpful site, reference,
and contact information.

Track Mail

Downloads

Search for mail pieces based on criteria such as
date, event type, and tracking number.

Download the EZ-Confirm desktop utility
or a helpful PDF address extractor.

Signatures
Request signature files from the USPS
or Engineering Innovation, Inc.

Account Types and Permissions
EZ-Confirm offers two account types:
• Client: Client accounts generally create and manage other accounts. Client accounts may also process mail pieces.
• User: User accounts generally process mail pieces.
Permission controls for each account type are extensive. Nearly every menu option on the EZ-Confirm site can be enabled or disabled for a
given account.
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Setup
Setup must be completed before the EZ-Confirm web utility can be used to process mail. Some steps in this
section are not required, but can increase efficiency when completed ahead of time. If a particular action is
not available, the service provider may not have granted that account the relevant permissions.

Transactions
Before processing mail, the appropriate transactions must be
available. Available transactions are displayed at the top right of the
EZ-Confirm site.
Transactions Types
• Confirmation Mail: transactions that are needed to process
parcel classes
• Certified Mail: transactions that are needed for any mail piece
using a Certified Mail envelope
Obtaining Transactions
If the user requires additional transactions, contact the EZ-Confirm
provider.

Note:
If you do not know who your provider is, please refer to the
“Contact Us” link in the “Help” menu.

Address Book Management
Adding frequently-used addresses to the Address Book speeds up
processing. The Address Book has a limit of 1,000 addresses.
View the Address Book
1. Hover over the “EZ-AddressTM “ tab in the tool bar. This will open
a drop-down menu.
2. In the drop-down menu, go from “Address Book” to “View Your
Address Book” and select the “View Your Address Book” tab.

Search
The search tool may be used to filter what entries are displayed.
1. Select Recipient Name or Company Name from the dropdown list to limit the search results accordingly.
2. Enter the desired value in the search field.
3. Hit the “Search” button to display filtered results.

Note:
Note that partial matches will be returned. For example: a
search value of “engin” would find “Engineering Innovation,
Inc.”
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Setup
Create New Entry
1. Click “Create New Address Book Entry.”
2. Fill out the “Add New Address Book Entry” form.
3. Hit “Submit” to accept the new entry, or hit “Cancel” to cancel the
new entry and return to the address book.

Note:
If the optional “Standardize this Address” box is selected,
a validation check is performed on the address before it is
saved.
Edit Entry
1. Hit the “Edit” button next to the address entry to be edited.
2. Make the desired changes.
3. Hit the “Submit” button to accept the changes, or the “Cancel”
button to cancel any changes and return to the address book.
Import An Address Book
1. Hover over the “EZ Address™” tab in the tool bar. This will open
a drop-down menu.
2. In the drop-down menu, go from “Address Book” to “Import
Address Book” and select the “Import Address book” tab.

3. On the Address Book Import page, select the appropriate
Address Book Import Options.
• Standardize Imported Addresses: This option enables
address verification. Invalid addresses will not be imported.
• Skip Any Duplicates Already in Your Address Book: Check
this box when you are updating an existing address book.
This option prevents the creation of duplicate address entries.
4. Search for the file by hitting the “Browse” button.

Note:
You can download an address book template file by clicking
the “Download Template” link.
5. Locate and select the file, and hit the “Open” button.

6. The selected file (with complete path) will appear in the Browse
field. Click Import.
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Setup
7. Import status is displayed in the “Status of your address import”
window along with any problems encountered. Click “Save
results as a text file” to save a copy of the status report.

8. Click the “Back to Address Book” link to return to the Address
Book view.

Deleting Address Book Entries
1. Hover over the “EZ Address™” tab in the tool bar. This will open
a drop-down menu.
2. In the drop-down menu, go from “Address Book” to “Delete
Address Book Entries” and select the “Delete Address Book
Entries” tab.

3. Select the box next to the address entries to be deleted.

ENGINEERING
ENGINEERING

4. Hit the “Delete” button at the bottom of the entries list.

Note:
You can also delete Address Book entries by clicking the
“Delete This Entry” link when viewing an entry in your Address
Book.
ENGINEERING
ENGINEERING
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Setup
5. In the confirmation window hit “OK” to confirm the deletion or
“Cancel” to abort.

Setting Your Return Address
Before processing mail, the system requires a return address to be
entered.

Note:
Address Mail menu selections will be unavailable if a category
has no appropriate transactions.
1. Hover over the “EZ Address™” tab in the tool bar. This will open
a drop-down menu.
2. In the drop-down menu, go to “Address Mail” and select either
the “Confirmation Mail” tab or the “Certified Mail” tab.

3. Hit the “Modify Your Return Address” button to add or modify a
return address.

4. To include a company logo with the return address, use the
“Browse” button on the left side of the screen to locate a logo
file.
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Setup
5. On the right side of the screen, enter the return address as it
should appear on pieces created from this account.

Note:
Selecting the “Standardize this Address” box means a validation
check will be performed on the address before it is saved. If the
address is invalid, a label will not be generated.
6. Once the return address and optional logo file location have
been entered, hit “Submit.”
7. “Return Address Updated Successfully” will appear above the
“Basic Return Address Information” heading if the entry saved
successfully. Hit “Done” to return to the “EZ Address™” page.

Editing Your Account
If details such as names or addresses need to be updated, changes
can be made directly to the account by following these steps.
1. Hover over the Account tab on the tool bar. This will open a
drop-down menu.
2. In the drop-down menu, go from “Accounts” to “My Account” and
select the “My Account” tab.

3. This page presents all details associated with the current
account.
4. Make the desired changes, then hit the “Submit” button at the
bottom right of the page to save the changes, or the “Cancel”
button to leave the account as it was.
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Setup
Enabling AutoSignatureTM
AutoSignature enables the automatic receiving of signatures for
delivered mail pieces, either as an attached file or a hyperlink.
Signatures contain confirmation of delivery from either Confirmation
Mail (through the Signature Confirmation service) or Certified Mail
(through the Return Receipt Electronic Service).
1.

Hover over the “Account” tab in the tool bar. This will open a dropdown menu.

2.

In the drop-down menu, select the “AutoSignature” tab. A page
will appear on which you may customize settings for how you will
receive AutoSignature information each day.

3.

Verify that the “I want to enable AutoSignature” box is selected.

4.

Enter the email address to which the signatures will be sent.
• The fields will default to the address specified in My Account.

5.

Choose the method in which the signatures will appear in the
email.
• The attachment option will send the signature as a PDF file.
• The hyperlink option will include a link that redirects to a page
containing all the signatures.

6.

Choose whether multiple signatures will be grouped as a PDF or
a zip file.
• If multiple PDFs will be sent in a zip file, determine whether the
PDF files will be named in correlation with the Tracking Number
or the Record/Case Number.

7.

Choose whether the files will be be organized by account, or sent
without organization.

8.

In order to have blank emails sent when no new signatures are
available, check the “Receive blank AutoSignature emails if no
signatures are available” box.

9.

When all changes have been made, hit the “Submit” button at the
bottom of the page.
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Processing
Once setup is complete, mail can be addressed through EZ-Confirm. This section describes the mail classes
EZ-Confirm handles, and how to process mail pieces.

Mail Classes and Services
It is important to understand the mail types and services that can be
processed through EZ-Confirm.
Confirmation Mail
Confirmation Mail encompasses all confirmation services offered for
parcels. The available services for Confirmation Mail are Delivery
Confirmation and Signature Confirmation.
Delivery Confirmation
The Delivery Confirmation service offers confirmation of delivery
via a tracking entry. No signature is obtained when a parcel is
delivered with this service, but the package will be tracked to its
destination.
Signature Confirmation
The Signature Confirmation service offers the mailer a
confirmation of delivery via a tracking entry as well as obtaining a
signature from the recipient at the time of delivery. Details on how
signatures are made available are provided later.
Certified Mail
Certified Mail refers to any letters using a certified envelope. Certified
Mail is not available for parcels or flats. Additional available services
for Certified Mail are “Return Receipt Electronic” and “Restricted
Delivery”.
Certified Mail
The “Certified Mail” option is always checked in the EZAddress
options when creating a Certified Mail piece. This service means
that the USPS must obtain a signature (not necessarily the
recipient’s) when delivering the mail piece. It is important to note
that the mailer (your organization) is not automatically entitled
to receive a record of the obtained signature. “Return Receipt
Electronic” must also be selected in order to receive a record of
the signature.

Example of a Certified Envelope

Return Receipt Electronic
The “Return Receipt Electronic” option is checked in the
EZAddress options by default when creating a Certified Mail
piece. This service must be chosen to receive a copy of the
signature obtained upon delivery of the mail piece.
If “Return Receipt Electronic” is deselected, only confirmation of
delivery via a tracking entry (without signature) is offered.
Restricted Delivery
Selecting the “Restricted Delivery” option specifies that the
signature obtained by the USPS at delivery must be that of the
addressed recipient. It is important to note that the mailer (your
organization) is not automatically entitled to receive a record of
the obtained signature with this service. Return Receipt Electronic
must also be selected to receive a record of the signature.
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Processing
Addressing Mail
1. Hover over the “EZ Address™” tab in the tool bar. This will open
a drop-down menu.
2. In the drop-down menu, go from “Address Mail” to either the
“Confirmation Mail” tab or the “Certified Mail” tab.

Note:
Address Mail menu selections will be unavailable if you have no
appropriate transactions. If you have no transactions at all, the
entire Address Mail menu section will be unavailable.
3. Make sure the return address is correctly displayed in the
“Current Return Address” window on the left side of the screen.
• If the return address is incorrect, follow the steps on page 9
to change it.

4. Enter the Recipient Address:
Manually - Information can be manually entered into the address
fields
Quick Address - Any address from your address book can be
selected from the Quick Address drop-down list

5. Select the appropriate mail class from the drop-down list.
6. Check the Special Services you wish to include.
7. If a Record/Case # will be entered, choose the desired label
placement from the drop-down list.

Confirmation Mail

Certified Mail
8. If a notice is required, select it from the “Notices” drop-down list.
9. Enter the Record / Case # if needed.
10. If desired, add notes in the “Personal Memo” field. These notes
will NOT appear on the mail piece, but the creating account, and
its parent account(s), will see the memo in Mailing History and
Track Mail results.
11. To prevent a validation check being performed on an address,
uncheck the “Standardize this Address” box, which is selected
by default.
12. Select “Add to Address Book” to save the address to the address
book. A Record/Case # value will be saved with the address
entry.
13. Hit “Submit” to continue or hit “Clear Form” to start over.
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Processing
14. After clicking Submit, a Mail Label Preview page will appear.
15. Hit “Submit” to accept the address as it appears or hit “Edit
Label” to make further changes.

16. After hitting “Submit” on the preview page, a PDF of the address
label will display.
17. To print the label, click the printer icon, and to save the label by
downloading it, click the arrow icon.

Download (Save) and Print Buttons

Mailing History
The Mailing History page provides a quick overview of pieces that
have been created using EZ-Confirm. To reach the “Mailing History”
page, hover over the “EZ Address™“ tab in the main tool bar, and
select the “Mailing History” tab.

The “View As” drop-down menu filters created mail pieces by account.
The “Date Timeframe” drop-down menu filters mail pieces by the time
frame in which they were created, in the following categories:
• 24 hours (“Today”)
• week
• month
• six months
• year

Removing Mail Pieces
If a mail piece is generated incorrectly or is a duplicate, it should be
removed to prevent unnecessary charges.
1. Hover over the “EZ Address™” tab on the tool bar. This will open
a drop-down menu.
2. In the drop-down menu, select the “Remove Mail Pieces” tab.
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Processing
3. Enter the tracking number(s) to be deleted.
• These numbers can be found in Mailing History or Track Mail
if the pieces are not physically present.

Note:
Any characters may be entered, even if they are not part of the
tracking number. To remove all extra characters that are not part of
the Tracking Number(s), hit the “Clean” button on the bottom left of
the page.

4.

When all extra characters have been removed from the field, hit
the “Submit” button.

5.

A notification will appear, stating that the mail piece has been
removed and the account has been credited.

Not all mail pieces may be removed. To be removed, a mail piece
must be younger than 3 days old, must not have been scanned by the
postal system, and the tracking number must be valid.
An error message will be displayed for each case.

Firmbook
A “Firmbook” is a postal document (USPS form 3877) that contains
the following information for included mail pieces:
• Tracking number
• Recipient Address
• Affixed postage and fees may also be included under specific
circumstances.
A Firmbook is printed and presented to the USPS with a mailing. The
post office will date and sign the Firmbook, which then serves as legal
proof of mailing, replacing the individual Certified Mail Receipts that
would otherwise be needed for each mail piece.
The Firmbook page is reached through the EZ Address™ section of
the main tool bar.
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Processing
Mail pieces are displayed on the Firmbook page based on two dropdown menus:
• The desired day range, up to 20 days
• The Account (“as user”) that created the mail piece
Other controls on the page include:
• A check box to hide mail pieces previously included in a Firmbook
• The “Refresh Firmbook” button to refresh the page and view
changes
• The “Create Firmbook” button to turn selected mail pieces into
a Firmbook
• The “Cancel” button to return to the account home page
Creating a Firmbook
1. Use check boxes to control what mail pieces will be added. A
check box above this column will select all pieces.
2. Click the “Create Firmbook” button.

Note:
By default, mail pieces will be unchecked if they have already been
placed in a Firmbook, and checked if they have not yet been placed
in a Firmbook.

3. A PDF of the Firmbook will appear (example below).

4. Print or save the Firmbook using the icons in the upper right
corner.

Download (Save) and Print Buttons
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Post-Processing
After mail pieces have been created and processed through the EZ-Confirm system and delivered to the
Post Office, EZ-Confirm offers tracking and reporting tools to follow through on mail piece delivery.

Tracking Mail
After mail is submitted to the post office, it can be tracked directly from
the EZ-Confirm site. To view tracked mail, hover over the “Track Mail”
tab on the tool bar, then select the “Track Mail” tab that opens in the
drop-down menu.
The Track Mail page offers two methods of tracking mail:
• Multi-Criteria Search
• Single Piece (Tracking Number) Search

Multi-Criteria Search
The “Multi-Criteria Search” searches for mail pieces based on date
range, event type, recipient/company name, address, and record/case
number. By default, the date range is set to between the current date
and one month prior.

Single Piece Search
The “Single Piece Search” searches for individual pieces by tracking
number.
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Post-Processing
Multi-Criteria Search Results
A multi-criteria search will return all pieces that meet specified criteria
as shown in this sample search. When viewing the results of a multicriteria search, the criteria used are shown at the top of the page, as
are additional sorting and filtering options.
The top of the “Search Results” page provides options for printing and
saving the results to a file (.csv or Excel).

Multi-criteria search results generates an entry for each matching
event on the page, and the export file will have a table row for each
event (as opposed to one row per mail piece).
If signature information is available, there will be a link for it in the
‘Delivered’ event line.
Clicking a piece’s tracking number link will bring up a printer-friendly
individual result in a new browser tab/window, similar to the results of
a single piece search.

Single Piece Search Results
A single piece search always returns the information for a single mail
piece matching the tracking number input, as shown in the sample
search. The following information is provided:
• Recipient address
• Return address
• Mail piece information
• Tracking information
• Signature information link (if applicable and available)
A “Printer Friendly Version” link that opens a new browser tab/window
is provided. Elements of the EZ-Confirm site unrelated to the search
results (such as the tool bar) are absent in the new view.
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Post-Processing
Signature Requests
If a piece was created with the Signature Confirmation service (for
Confirmation Mail) or Return Receipt Electronic service (for Certified
Mail) selected, a recipient’s signature will be available after a mail
piece is delivered. If an expected signature is not available after
delivery, it must be requested through the Signature Request pages.
To request a signature, hover over the “Signatures” tab in the tool bar,
which will open a drop-down menu. In the drop-down menu, choose
a tab based on whether the signature needs to be requested from
USPS, or from EII.
USPS Signature Requests
The USPS Signature Request page only allows for the search of
one signature at a time by a tracking number known as the “Parcel
Identification Code”, or “PIC”.
USPS signatures are readily available for six months after they were
acquired, at which point they are archived. An archived signature may
take longer to obtain and may require additional information. Archived
signatures are purged 13 months after piece delivery, at which point
they are no longer available for retrieval.

EII Signature Requests
The EII Signature Request page allows you to search for multiple
signatures at a time by date range and ZIP code. Unlike the USPS,
EII archives all signatures indefinitely. EII also embeds additional
information in the signature files, including the recipient’s address and
Record / Case #.

You have the option to receive a link to the requested signature files
instead of an attachment. This is to accommodate users whose email
clients block large attachments.
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Post-Processing
Reports
The EZ-Confirm web utility provides useful reporting tools accessible
from the main toolbar. The individual report types are described below.

Service Reports
A Service Report displays delivery performance of postal areas to help
identify problem areas.
Reports can be generated either for a specific ZIP code, or for a 3-digit
ZIP code range.

A filter for service type is also available after the report is generated.

Table of Contents

EZ-Confirm Web Utility User Guide | Engineering Innovation, Inc. | 20

Post-Processing
Usage Reports
Usage Reports display the types of mail that have been processed in
a specific time period.

The results are separated by class, extra services, and the account
that created the pieces. By default, results for all accounts visible to
a user will be shown, but results can be filtered by specific account if
desired.

Note: ‘mailer’ is the user name for this test account

Transaction History Reports
Any account granted the permission to do so may view Transaction
History Reports.

A Transaction History Report displays transaction activity for the
current account and any account directly beneath them.
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Additional Information
Downloads
The Downloads section of the main toolbar includes links to pages
where additional utilities may be downloaded. Access to these
downloads for individual client accounts is controlled in the Account
Settings.
ConfirmDelivery for Windows™
ConfirmDelivery for Windows, also referred to as “Desktop Tool”,
is a PC-based application. Information about the application and
the link to the installation file are located on the ConfirmDelivery
for Windows™ page.
PDF Address Extractor
The PDF Address Extractor is a service utility that extracts the
recipient address information from existing PDF documents for
the purpose of creating address labels.

Help
The Help section of the main toolbar provides links to access the
Problem Submission form, Postage Rates, News Archive, Website
Alerts, Terms of Use, and Contact Information.
Problem Submission
The Problem Submission form allows for the reporting of
issues with mail pieces or with the EZ-Confirm website. Please
communicate feature requests through the service provider.

Postage Rates
The Postage Rates pages provide rate tables for mail pieces that
can be created using EZ-Confirm.

News Archive
The News Archive page shows a history of news, events, and site
outages. The archive is compiled from news and notices posted
to the EZ-Confirm home page.
Website Alerts
The Website Alerts page provides examples of how upcoming
site outages are communicated with on-screen notifications.
Terms of Use
The Terms of Use should be read and understood before utilizing
the services offered by EZ-Confirm.
Contact Us
The Contact Us page provides contact information for the direct
owner (service provider) of the current account.
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Additional Information
Page bottom menu
Descriptions of the links included in the menu at the bottom of the
page are listed below.

Page Bottom Menu

Terms & Conditions of Use
This links to the same “Terms of Use” page described on the
previous page.
Contact Us
This links to the same “Contact Us” page described on the
previous page.
Problem Submission
This links to the same “Problem Submission” page described on
the previous page. Note that this menu option is only visible when
logged into an account.
Website Settings
This link provides information on the optimal browser settings for
EZ-Confirm. With the frequency of which web browsers update,
the information on this page may not be current. It is best to
contact your IT department if you believe you are experiencing
browser-related problems.
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