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Order Submission

EDEX Mailing receives your online order, including your

PDF documents and recipient information.

STEP

2


Order Production

Copies of your documents are printed

or electronically sent by EDEXIS to

each recipient you selected.

STEP
3

Mail Assembly
Your mailed documents are

assembled and inserted into

proper envelopes or boxes. A Proof

of Service form is added (if ordered).

STEP

5

We transport all mailings to our local

US Post Office, and generate your signed

Proof of Service form (if ordered).

The USPS scans our mail manifest

barcodes to confirm acceptance

of our mailings. Your 

EDEXIS order is now

complete.

STEP
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STEP

Transfer to

Post Office

USPS Acceptance

& Mail Transfer Process
USPS employees receive our incoming trays 

and tubs of mail, then transfer the mailings via

USPS truck to their Distribution Center. “Shipment 

Received, Package Acceptance Pending”

barcode scans normally occur at this time.
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STEP

Distribution Center Processing
Your mailings are sorted at the USPS

 Distribution Center, then travel to their

 destination post offices through the US 

Postal Service delivery network. Automated tracing/tracking systems normally

provide us with USPS updates as mail barcodes are scanned while in transit.

Your mailings are received at local post offices from the 

Distribution Centers. Mail carriers sort and prepare the mailings

for final delivery to your recipients. Tracing/tracking updates

are often provided by the USPS as mail barcodes are scanned.
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STEP

Local Post Offices
Postal carriers deliver to your recipient addresses,

or attempt delivery if signatures are required.

Certified/Priority Mail delivery scans should occur.

First-class mail should get an “in-area” delivery scan.
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STEP

Delivery

Have questions about an order? Experiencing USPS delivery problems? See Page 2 for more information.

START HERE
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Have questions about an order? 

Experiencing USPS delivery delays or other problems? 

Some helpful information.

We understand mailing orders may occasionally have issues, like cancellation of an order, delayed or missing USPS tracing or

tracking information, and a variety of other questions or concerns. 

This document provides a good overview of our responsibilities, and the responsibilities of the United States Postal Service.

Steps 1 though 4 on the first page highlight the steps we are responsible to perform for each order. Steps 5 through 8 are 

performed by, and are the exclusive responsibility of, the United States Postal Service.

If you have questions relating to any process in steps 1 through 4, please reach out to our Customer Support team by email to

support@edexis.com or by phone at (209) 223-3461. Please provide your order number and account information so we may 

assist you. Often we can help you cancel an order, make changes, or perform other tasks if your order has not already entered

production (Step 2). Once your order completes Step 2 we are unable to cancel or make changes. At the completion

of our order processing (Step 4), we deliver our mailings to the USPS facility and our order processing is complete. We have no

control over USPS mail delivery. The USPS is solely responsible for tracking, delays, delivery failures, and all other errors.

If you order Certified or Priority Mail delivery to a recipient, the USPS web site provides tracking information for these items.

You must supply the USPS tracking number to obtain this information. USPS tracking information may be obtained by visiting

USPS.com and entering the tracking number we provide on the delivery order for your recipient. To obtain this information, log

in to your EdexOne account at https://edexone.com, navigate to your mailing/delivery orders, locate the order in question

and select the delivery parties. Here you will find the Certified or Priority Mail tracking numbers. The USPS only maintains

Certified and Priority Mail tracking data for approximately 90 days, so print or archive any information obtained from their site.

If the USPS fails to deliver your Certified or Priority Mail order, you may be able to receive a refund of your postage after 30 days.

Contact our Customer Support team at the email or phone number above if you believe the USPS failed to deliver such orders.

A note about USPS tracing and tracking: The USPS has been notoriously bad about providing accurate and consistant tracing and

tracking data for mail pieces moving through their systems. As a courtesy, we attempt to maintain a historic log of all

barcode scan tracing/tracking data we receive from the USPS for our mailings. Please understand that we have no control over

the processing and delivery systems used by the USPS, nor do we have the ability to trace or track mail pieces beyond the data

we have received or can access on the USPS web site. Unfortunately, we feel the reliability of USPS tracing and tracking data 

systems is very poor at times. We discuss these issues with our USPS commercial mail management team, and have been

assured the USPS is implemeting new systemwide changes to more accurately provide tracing and tracking data in the future.

For additional information about the responsibilites of EDEXIS and the USPS for your orders and mailings, please review our 

EDEXIS Mailing Responsibilites and Guarantees document located on the Resources page of our web site.
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