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LOG IN SCREEN 
 

 
1. To access the Fast Mail Tracking System type in the link http://fastmail.azurewebsites.net 

using your web browser then press enter key.  
 

 
 
 

2. Type in your county email and windows password, then click the Sign button. If you already 
log in for another application, it will take you directly to the main screen and your email will 
be displayed on the right corner of the main screen. 

 
Figure 1A:  Login screen 

 

 
 
 

http://fastmail.azurewebsites.net/
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3. The Home screen displays menu options Home, Label, Tracking, Search, Help, Email 
and Sign Out. Also, it has four buttons: Create Label, Label Lookup, Tracking, Contact 
Us.  

 
Figure 1B:  Home Screen 
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CREATE LABEL SCREEN 
 

1. Click the Create Label button or the menu Create Label tab to create a new label 
for a package. Fill out the information and click Submit button to create label. 

 
Figure 2A:  Create Label Screen  

 

 
 

 
 

Figure 2B:  Create Label Screen 

 
 
 
 



4 | P a g e  
 

 

CREATE LABEL SCREEN 
 

2. Add Recipient Name if is not showing on the list. Select department, employee 
name and click submit.  
 

Figure 2C:  Add Recipient Screen 
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3. All fields are required.  

 
Figure 2D:  Create Label Screen with Errors  

 

 
 

Figure 2E:  Completed Create Label Screen 
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CREATE LABEL SCREEN  
 

4. Print Label. Click on the printer icon.  
 

Figure 2F:  Label Screen 

 
 
 

Figure 2G:  Label Screen Print Preview 
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EDIT SCREEN  
 

5. Click Edit button to make update to Label.  
6. Update Label and click Submit button. See Figure 2I. 

 
Figure 2H:  Edit Screen  

 
 

Figure 2I:  Edit Screen Update.  
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7. To create duplicate labels used My Recipient List.  
8. Click to select the Name from the Recipient List. Label will display with 

Information and make changes and click submit button.  
 
Figure 2J:  My Recipient List Screen. 

 

 
 

Figure 2K:  My Recipient List Selection Screen. 
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TRACKING SCREEN  
 

 
1. Click Tracking button or Tracking menu.  

 
Figure 1A:  Tracking Screen 

 

 
 
 
 
 

2. Enter tracking number. 
3. Click Show Proof to view picture of package. See Figure 1C. 

  
Figure 1B:  Tracking Package Details 
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Figure 1C:  Proof of Delivery  
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SEARCH SCREEN 
 
1. Click on the Search button or Search Menu. 
 

Figure 1A:  Search Screen 
 
 

 
 

 
2. Search by tracking number.  

 
Figure 1B:  Label Lookup 
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3. Click on the tacking link to display tacking information.  

Figure 1C:  Tracking Link Screen. 

 
 

4. Check the My Label Page to search by name.  

Figure 1D:  My Label Only Screen 
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HELP SCREEN 
 
1. Click on the Contact Us button or Help Menu. 
 

Figure 1A:  Help Screen 
 

 

 

 

2. Help screen will display contact information, mobile app installation icon (for 
Administrator only). 

Figure 1B:  Help Screen 
 

 
  


