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Checking Service by 
Signature Confirmation Mail 

Attorneys At Law 
 

 
 

 

Click on Login at the upper 
right of the home page. 

To check service on 
COURTHOUSE Signature 
Confirmation mail, type: 
attorneych   for Username 
attorneych   for Password 
 
To check service on 
SMALL CLAIMS Signature 
Confirmation mail, type: 
attorneysc   for Username 
attorneysc   for Password 
 
Click on the Submit button or 
press Enter on your keyboard. 

Note:  You have a maximum number of three (3) tries to login.  
If you fail to login after three (3) attempts, you will be denied 
access to the web site.  If this happens, close the browser window, 
open a new session, and try to login again.  Remember to use 
lowercase letters when typing the Username and Password! 

Go to the ConfirmDelivery web site on the 
Internet:  www.confirmdelivery.com. 
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Using the Multi-Criteria Search 
feature, you can search for the mail 
piece by filling in one or more of the 
criteria listed:  name, address, city, 
state, ZIP code, case number, or 
PIC tracking number . 
 
To search by Record/Case Number, 
type an abbreviated version of the 
court case number using this format:  
CourtCodeCaseType–Year–Number. 
 
Example:  To find the Signature 
Confirmation mail piece for case 
number 02D03-1510-SC-017329, 
you must be logged in as a Small 
Claims Attorney.  Expand the date 
range if necessary.  Then, 

In this field: Type this: 
Record/Case # DSC-15-17329  
 

Click on the Search button or press 
the Enter key on your keyboard. 

To search for a mail piece, click on 
Track Mail at the upper left. 
 
Note:  You must be logged in as a Small 
Claims Attorney if you are searching for 
a Small Claims mail piece.  You must 
be logged in as a Courthouse Attorney if 
you are searching for a Courthouse mail 
piece.  
 

Note:  The 
date range 
defaults to the 
past 30 days.  
To search for 
a mail piece 
that was issued 
prior to this 
time period, 
type the date 
or use the 
calendar icon 
to enter the 
appropriate 
date range. 
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The Track Mail Results 
will show the mail pieces 
that match your selection 
criteria.   
 

If a mail piece has not been 
delivered yet, you can print 
the tracking history by 
clicking on the 26-digit 
Parcel Identification Code 
(PIC) tracking number.  
You can enter the PIC 
tracking number on the 
ConfirmDelivery.com and 
the USPS.com web sites to 
find the delivery details. 
 

If the mail piece has been 
delivered and signed for, a 
Signature Available link 
should be displayed at the 
lower left.  Click on the 
signature link to view and 
print the USPS Proof of 
Delivery document.  

Click on the printer icon in the command 
bar or select File + Print from the menu 
bar to print the USPS Proof of Delivery 
document for your records. 

Note:  If a 
signature is 
available and  
L BORGMANN  
signed for it, 
the item was 
not delivered to 
the intended 
recipient. When 
the USPS 
returned the 
unclaimed item 
to the Clerk’s 
office, Lisbeth 
A. Borgmann, 
Clerk of Courts 
in Allen County, 
signed for it. 
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Example of USPS Proof of Delivery  
“Return Receipt” – Comparable to Certified Mail “Gr een Card”  

 
 

 
 
 
 
 

PLEASE NOTE 
 

If the mail piece is created and the signature is printed through the ConfirmDelivery.com web site, the recipient 
information  is provided at the bottom of the USPS Proof of Delivery document.  If you enter the PIC tracking 
number on the USPS.com web site, you can receive the same Proof of Delivery document by E-mail but it will NOT 
include the recipient information  at the bottom. 
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Helpful Hints 
 
 
Multi-Criteria Search Function 
 
• Name / Company.  As a general rule, if you select the appropriate date range and enter part of the recipient’s 

name or company, the program should find the mail piece that you are searching for.  Most addresses are 
standardized by the mail program, and punctuation may be removed (periods, commas, etc.).  If you search by 
Name / Company to find a mail piece, try entering the last name only for person searches or the first word only 
for business searches.  If you enter two or more words in the Name / Company field, they must be adjacent 
words on the mail piece or the mail piece will not be found. 

 
Example:  A mail piece is addressed to “Mary Tyler Moore”.  If you enter “M Moore”, “Mary Moore” or “Mary 
T Moore” in the Name / Company field, the mail piece will NOT be found.  However, if you enter the first, 
middle or last name only or adjacent words such as “Mary Tyler” or “Tyler Moore”, the mail piece should be 
found. 

 
• Record / Case Number.  This field allows a limited number of characters; therefore, an abbreviated version of 

the court case number is entered for Allen County mail pieces.  The following format is used to enter the case 
number in the Record / Case Number field:  [Court Code and Case Type]–[Year]–[Number]. 
 
Example: Court Code Case Year Case Type Sequential Number  
If you are logged in as Small Claims Attorney 
For Case Number: 02D01-0603-SC-006005 D 06 SC 6005 
Type this: DSC-06-6005 
 
If you are logged in as Courthouse Attorney 
For Case Number: 02D07-9005-DR-000350 D 90 DR 350 
Type this: DDR-90-350 
For Case Number 02C01-1510-MF-000877 C 15 MF 877 
Type this: CMF-15-877 
 
Year and Number.  If you are searching by the court case number, you can omit the court and case type if you 
wish.  Simply type the two-digit year and number in the Record / Case # field with a hyphen separating the year 
and number.  The format for this type of search looks like this:  [Year]–[Number].  If you are logged in as 
Courthouse Attorney, your search results will include the mail pieces for all courts and case types (excluding Small 
Claims) that have the same year and same number in the case number.  If you are logged in as Small Claims 
Attorney, your search results will include Small Claims mail pieces only. 
 
Example: 06-6005 (All mail pieces with 2006 for the case year and 6005 in the sequential number) 
  90-350 (All mail pieces with 1990 for the case year and 350 in the sequential number) 
  15-877 (All mail pieces with 2015 for the case year and 877 in the sequential number) 
  

Confidential Cases. 
 
The mail pieces for all confidential cases (juvenile, adoptions, etc.) are excluded from public searches. 
 
Tracking History . 
 
If the tracking history on the Track Mail Results page shows a piece was mailed several weeks ago and no other 
activity has occurred since that time, the letter carrier may have neglected to scan the mail piece and obtain the 
recipient’s signature when it was delivered.  
 
Signature File Pending or Missing Signature. 
 
If the mail piece was delivered and signed for but the signature is not yet posted on ConfirmDelivery.com, you may 
see “Signature File Pending - Signed For By:  (Name)” on the Track Mail Results page.  In this instance, the 
ConfirmDelivery.com program is waiting to receive the delivery signature from the USPS.  As soon as the delivery 
signature is received, it will be posted on ConfirmDelivery.com.  If no signature is received from the USPS after one 
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month of weekly requests, the Proof of Delivery document will be posted on ConfirmDelivery.com without a 
delivery signature or no Proof of Delivery document will be posted.   
 
If no delivery signature is available on ConfirmDelivery.com, you can go to USPS.com and submit a request to 
receive the Proof of Delivery by E-mail.  The USPS.com program may have captured the delivery signature but 
failed to send it to ConfirmDelivery.com.  To find the delivery details, enter the PIC tracking number from 
ConfirmDelivery.com in either the Search field or Tracking field on the USPS.com home page.   
 
If the letter carrier forgot to obtain a delivery signature when the mail piece was delivered, the signature will not be 
available on ConfirmDelivery.com or USPS.com.   
 
Questions or Problems.  
 
If you have questions or problems regarding the ConfirmDelivery.com program, you can contact ConfirmDelivery, 
Inc. by telephone, E-mail or first-class mail. 
 
Toll Free:  (888) 960-6245 
E-mail:   info@confirmdelivery.com  
Address: ConfirmDelivery, Inc. 
 511 N Earl Ave, Suite A 
 Lafayette, IN  47903 
 
ConfirmDelivery.com also has a Live Support feature.  Click on Live Support to start an online chat with a customer 
service representative.  
 

 


