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

Welcome to Emory Mail Services

Emory Mail Services (operated by Ricoh) is responsible for providing mail delivery, collection, processing,
and other services for Emory Liniversity and Emory Healthcare at multiple locations. We |ook forward to

serving all your mail and packaging needs.
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Step 1. Enter your
Emory credentials.

T

Password

Forgot Password?



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

EMOR Mail Services

Emory Postage Meter Service Request

Step 2. Select Add Add New Request
New Request.

Search all your Requests

BUNDLE ID
SPEED TYPE
NET ID
START DATE
END DATE
IED

First Pre',-lousz 3 4 5 ... Next Last

Request Information

Step 3. Fill in all
fields.

10/20/2023 4:13:03 PM

\ REQUEST NAME Ruby Thornton REQUEST DATE
EMPLOYEE ID 703146008

EID CONTACT PHONE®

DEFT 1D 102030 DEPT MAME MAIL SERVICES

Step 4. Fill In all fields that
apply. A Speedtype/Smart
Key is required. Add ‘zeros’ S L ERTEIEL - -
to the end of your billing

Postage Meter Service

~ RATES: GRANTS [OMLY FOR POSTAGE CHARGED TO A GRANT):
number to make it 10 ~ o
® First Class/Priorily WarkOrder Td
digits. * Certilied {include USPS forms 3800 & 3811)

Intemational

WorkOrder Task

Resource Type
DESCRIPTION:
The batch 1D will automatically populate once form is submilted. Flaps on envelopes can ba openad or saaled
s
Step 5. You must
select submit to —>
create a valid PLEASE ATTACH THIS REQUEST FORM SECURELY TO TOP OF BUNDLE
LETTERS MUST FACE SAME DIRECTION WITH FLAPS OPEN
postage request Call Mail Services for requirements: 404-712-0366

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



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

Your Request BundbeID: 100745 has been created sucosssfully! Mease click 'Print' button below to print out the fomm =

Postage Meter Service

SPEEDTYPE/SMARTKEY 0301410001 ITEMS 123

RATES: GRANTS [ONLY FOR POSTAGE CHARGED TO A GRANT):

First Class/Priority WaorkOrder Id

WorkOrder Task

Pasgurce Typ=

DESCRIPTION:
Test
Request Information
REQUEST MAME Ruby Thorntan REQUEST DATE 10,/26/2023 4:13:33 PM
EMPLOYEE ID COMNTACT PHOMNE 7703146008
DEFT ID 102030 DEPT NAME MAIL SERVICES

PLEASE ATTACH THIS REQUEST FORM SECURELY TO TOP OF BUNDLE
Call Mail Serdices Mor requirements: 404-712-9366

=l TYPE/SMARTKE

PEED 1ARTKEY EUMDLE ID
01410001 100745
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Find 2 probdem? Please amarn o OF Help Tickel.



