
How to create a  

Postage Meter Service Request Form 

Emory Mail Services meters all out-going mail for Emory University and Emory Healthcare.  For Mail Services to meter 

the mail, faculty and staff are required to use the Emory Postage Meter Service Request Form. Securely attach the form 

to your mail. If you have any questions about the use of this form, please contact Mail Services at 404-712-9366. You 

must be logged onto the VPN to access the postage request from here. You may also use the step-by-step instructions 

below: 

Go to www.mailservices.emory.edu/ 

Click on Postage Meter Service Request  

 

 

  

Step 1. Enter your 

Emory credentials. 

https://www.finance.emory.edu/mailform/
http://www.mailservices.emory.edu/


 

 

 

 

 

 

*Note: Smartkey/Speed Type must be 10 digits, if not add zeros to the end of your number. 

 

Step 2. Select Add 

New Request. 

Step 3. Fill in all 

fields.  

Step 4. Fill In all fields that 

apply.  A Speedtype/Smart 

Key is required. Add ‘zeros’ 

to the end of your billing 

number to make it 10 

digits. * 

Step 5. You must 

select submit to 

create a valid 

postage request 

form. 



 

 

Sample of a valid Postage Meter Request form. Barcodes must be present. 

 

 

 


